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Attachment A

SNAP POS Release Notes

Version 11.3 October 23, 2017

These Release Notes contain descriptions of changes in Supplemental Nutritional Assistance program,(SNAP)
POS Release 11.3 scheduled for Monday, October 23, 2017. These have been distributed via HRA email. If you
would like to be added to the distribution list, please contact Sandra Hilton. These and prior Release Notes also
be found on the HRA Intranet at http://intranetnew.hra.nycnet/sites/HRAIntranet/Pages/POSReleaseNotes.aspx
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Attachment A

SNAP POS Release Notes

Version 11.3 October 23, 2017

1. New HRA Express Center 050

To improve customer service and to decrease the amount of time that a participant has to stay in a location,
FIA (Family Independence Administration) has created an Express Center. The new center is HRA Express
East New York (Center 050) located at 404 Pine Street. Center 050 will open October 30", 2017. The center
will offer all applicants and participants quick Self-Service access and assistance. The apphcant/parnupants
will be allowed access to services and benefits in multiple settings. Technology will be maximized for greater
access within centers and partner locations. There will be online and phone virtual services. The services will
be aligned for client interactions across all programs.

5607.08_CA Activity_qui

Q Tell me wi

Version 21.2 - Paperless Office System - [Household Screen] 9:37:52 AM Friday, October 06, 2017
|, File Edit Tools Window Help

Ja|@|¢ a8 ¢ wymMean|d|E| ||| wmnes|
No messages from WMS via OLTP

Control Information
District : [66 Center : [Hunts Point Job Center  Worker : Case Number : |
Present Address =

Street Number Direction Name Type Apt #t City

[ [None =1 f = [

State: Zip Code: ]
Suffix Information ‘ & Active » Anpiying ‘ ¥ | No ES 1PV, or Sanction Found
SNAP Suffix [ 1 SNAP Status  [AC SNAPRAC [2 4

CA MA Actual Rent

Monthly (Less Any PAH/H PA Level
Rent I:onlnhullons REN

Sulf Cat Slal # AC Slal # AI:

Next CA Recert date 010718 Last CA Recert date (090717 Last MA Recert date [
Case Member Information
Ctzn/
& Suff Ln CIN Name Relation DOB SSN Val Sex Nzl'll HB CA MASNAP AFIS/S)
o 1 [ 1 | [[F FrpRhh [

N} [ [ 1 I [TTF » repcpke [

" 10/6/2017

After the initial intake at the Express Center a pre determination will be assessed and the case will be sent to
their responsible center.

e  The worker will click on Suspend

Closing Window : Household Screen

Current Activity : CA Recertification Interview

Complete Activity | Suspend Activity |
Cancel

and a message will appear asking the worker if they are ready to send case to the responsible Job center.

Suspending Center 050 Work X

{ v ) Is this case action ready for submission to the Responsible Job
Center for completion?

Yes I No
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SNAP POS Release Notes
Version 11.3 October 23, 2017

Is this case action ready for submission to the Responsible Job Center for completion?

The Worker will send the case to the responsible center queue. This Express # 50 queue must be monitored
throughout the day to ensure expedient processing by a designated supervisor who will assign the cases to

the worker.

Responsible Center Queue

Version 21.2 - Paperless Office System - [Activitics Management]
File Tools wWindow Help

K Action = 040 CaA Admin JOSI Dueue l Bl Login Queus ]
I Activity Spprowe Filker

Uit Filt .
o \I,\,-'E.-_',,ke, ' CDEW I Activite Tupe Filter —
ChiLl HRA Express040 - — — —
Uncaowered — — — —
- — — —
— — —
[ Activity Status Filker - &uctivity Alert Filker Supervizor
= = — Drisapprove [ Filter
— - —
Clear

Case Name

CA Recertification Interview

Total: 1 Case
! | |

start_ | sssion | Aemove | Scheduls | | WS View Your Schedule | Comment |

e The Worker will access their queue to start the activity.

Friday, Oc

Version 21.2 - Paperless Office System - [Activities Management]
File Tools Window Help

= | I LE |2 | [0 E o

F Action == 040 C4 Admin JOSI Queus ] 5 Login Queue

Uit Filter CDEW [ - Activity Type Filter ™ Activity Approve Filker

whorker % —
Chu HRA Express040 | r- r r
Uncovered r l_ ( —
r — r —
( — (
[ Activity Status Filker [ Activity Alert Filker Supervisor
I l_ l_ Dizapprove [ Filter
I I
— Clear
Case NHame

T e ey Ny I [N

Total: 1 Case
1 | |

Start | Aszign Femove Schedule | b5 *Wiew Your Schedule | Comment |
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SNAP POS Release Notes

Version 11.3 October 23, 2017

[ icture Tools 08 ivi i Ludmils, Sverey B —

File Home  Inset  Design  Layout £ Share
Pending Activities Notification
Case Number 00030036527H has the following activities ding. Any activity highlighted in green means
that the activity you are attempting to perform is already suspended in that person's queue.
‘Worker | Caseload | Activity
FRA, Explessﬂl-[l EXP040 I[ZA Recertification Interview
i
Proceed Cancel
Perform Specified Action Previous Add Action to Queue

1 v
Page3of8 18words L2 E] B - I+ 364%

- m— — — =V — et e el — —

e The Worker will proceed to process the CA Recertification activity.
2. ACCESS HRA Release 4

Release 4 of the Virtual Client Services Center (VCSC) will give SNAP (Supplemental Nutrition Assistance
Program) participants the ability to complete their SNAP Periodic Report online through ACCESS HRA. This
new flow will be available to ACCESS HRA participants that have linked their account by providing key
identifying information and receiving confirmation of the successful link from POS (Paperless Office System).
Those SNAP participants looking to complete an online Periodic Report with unlinked accounts will be
prompted to “step up” their account as part of the Periodic Report screen flow.

Get Information + # Welcome, Jon Doe «

G/l Start New Application

My Applications

| would like to
COMPLETE a PERIODIC 3
REPORT for my ACTIVE Benefits

h A

Food Stamps / SNAP
(Only Periodic Report
Submissions)
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SNAP POS Release Notes

Version 11.3 October 23, 2017

Get Information -+ # Welcome, Jon Doe w

L Connect to My Case

SNAP Periodic Report
Keep track of your benefits and important case information online!
@® | am the Primary Contact (Head of Case) for my case

| am the Primary Contact (Head of Case) for my case, but do not have an 3SN or CIN

Please enter your information below:

Date of Birth: * | vl | v | |

Select one: * (O SSN (Social Security Number)
O CIN (Client Identification Number)

Social Security Number: | |—| | _| |

Next

3. UIT Centralized Web Indexing Updates

A new Universal Indexing tool (UIT) has been added to enhance the current Centralized Web indexing
process (tool) which was created to assist CA and SNAP applicant/participants in processing their program’s
requested returned documents expediently. FIA has created a Centralized Indexing Unit (CIU), Center 88 that
has been responsible for indexing all images scanned at CA and SNAP locations throughout New York city.

The new Universal Indexing tool (UIT) has been updated to now accommodate all CA and Snap
Centers starting November 1, 2017 with the exception of Center 88 who will be updated on the release
date of October 23, 2017. Please refer to Attachment B, UIT Centralized Web Indexing Desk Guide for
more in-depth details.

4. SNAP CBO Recertification Improvement Project (RIP)

The following message will be displayed for SNAP CBOs’ who participate in RIP:

The client’s authorization period is about to expire. This client must be interviewed by a SNAP worker
at a SNAP site or via On Demand by Calling 718-SNAP-NOW. Before calling the On Demand line,
please submit the recertification application via Access - HRA.”

5. New ABAWD (Able Bodied Adults Without Dependents) Override Calendar

Currently the ABAWD compliance data is retrieved through a web service call to the ABAWD Calendar web
service call. In the new change, the ABAWD compliance data must be retrieved through web service call to
WRTS (Work Related Tracking System).

The Supervisor will send the Override transaction to WRTS system. This change is to enable the POS
(Paperless Office System) users to override (or remove) a previous ABAWND strike for appropriate reason
when needed. When POS workers find it necessary to remove one or more prior strikes, he/she must select
the appropriate override reason code and justification for each override and send to the supervisor for
approval.

The transaction to WRTS will be through a new Web service call.
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SNAP POS Release Notes

Version 11.3 October 23, 2017

Below are the only possible Override reason codes that are allowed by OTDA (Office of Temporary Disability
Assistance) :

F — Fair Hearing Decision

| - Incorrect Coding

J - Client was living in waived area
W - Wrong Individual

The removal of strikes can be done only within 30 days after the end of the calendar quarter of the original
strike month.

e To access the ABAWD calendar click on the Tools Menu.

S POS 10.1 - [EDUCATION / TRATNING ] 4 3 P Thursday. Auaaust 18, 20016

File Edit Windowe Help
P HO LIVES wWITH YOU WwWHO IS APPLYING: | Show
WMS Inguiry ... Alt+T -
Current Active Budget Alt+B P
Ledger Alt+G e

Clearances > -
TAaLX file

WIS TAD ... AlE+T

Print Queues
Langusge Access Tracking
Printed Forms

End call Al
Documents Alt+D
Comments Alt+M

Image Indexing
Utility Lisison Queue

Mass Caseloading
MONIQ f SMAP

Client Services

e I [rp— ] ozt |

New ABAWD Calendar window

ABAWD Work Regquirement Compliance Tracking Calemdar

U v biwis biosrn ]_
Esoh Wik Requiied Individual i this SNAP housshol (5 listed below. I sn individual has reoesivad benafits & sny thies manths duing the
pask thify-sin monihs withoul meeling the §HAP ABAWTD engagement iequsements, the ABAWD Ehgibility re-eitablishment process must be [ollowed.
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| 1 |
Fist Mickila & Last Noma CiN G5N pom Caie Nusbér
[ | [ (IENEE [
Sulli ABAWD Stabus SHAP Emp Conde Dhinbarc G M onth § s Grace Peod ued
| 1 l i | (7] | [ | AN |
Grace Fenod Monih Totsl Month Mon Fail Count Hon-Fal Momba ABAWTD HeEstabimhment D ale
| | F] | SN, A0 e |
Drilvict Month/Y ead Emplogmend Coda Dhonge Dals =]
M [Tk 1] w2
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[ [ [ (7.AREN?
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HYIC 08/012m7 AR 052017
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SNAP POS Release Notes

Version 11.3 October 23, 2017

Supervisor Approval

When the supervisor attempts to transmit or complete the Approval Activity for the ABAWD calendar an edit
will run to check if an Override Reason Code was selected by the Worker to delete the strike. If the override
was not selected by the Worker thus the ABAWD window is not approved, and an error is displayed informing
the Supervisor that the Worker must select the override reason and submit for supervisory approval.

6. Fair Hearing Compliance Update

Based on the Fair Hearing Administration request, POS has been assigned to update the SNAP FH (Fair
Hearing) Compliance process to accommodate and track cases when retroactive benefits are issued under a
different case number.

In instances when the Fair Hearing decision is to issue retroactive benefits and the applicant/participant has
an active CA (Cash Assistance) or the SNAP case under a different case number than the case number
under which the FH was requested, the FH Compliance Worker must issue retroactive benefits on that active
case.

The HRA (Human Resources Administration) Fair Hearing Administration requested ITS (Information
Technology Services) to save the Advocate name and the Information to a fair hearing table and send two
copies of (FHA-2 ([Fair Hearing Compliance Request — SNAP]/FHA-2A [Reminder Notice of Fair Hearing
Compliance Request Supplemental Nutrition Assistance Program-SNAP]). One copy will be sent to the
applicant/participant and the second copy to the advocate/legal representative, if available.

7. POS Implementation of the FHA-1 (Fair Hearing Resolution Notice)

The Fair Hearing Administration has requested to implement FHA-1 in POS. The FHA-! will now be rolled into
the PTM (Print to Mail) process. This new process will reduce the Worker’s time and effort in completing,
scanning/indexing, and mailing the form. It will also assist in Fair Hearing avoidance and the same day
resolution conference initiative, and will ensure that translated versions of the form are provided to
applicant/participants and a duplicate copy to advocates.

A new Data-Entry window has been added to the Notice Data Entry Resource window for CA and SNAP
Fair Hearing Compliance. POS will prefill the notice giving the Worker/Supervisor the ability to make
necessary changes and transmit to print locally or send to PTM.

The following activities will be affected:
e CA Change Case Data

e SNAP Change Case Data

e Re-open CA Case

e CA Recertification

e SNAP Recertification

e Approve CA Recertification

e Approve SNAP Recertification
e Approve Re-open CA Case

e Approve CA Case Action

e Approve SNAP Change

e Review Activity
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SNAP POS Release Notes

Version 11.3 October 23, 2017
FHA-1 Data Entry Window

Response to Question

FHA-1 FAIR HEARING RESOLUTION NOTICE

r SECTION |: FAIR HEARING ISSUE
Your Fair Hearing Number 1234567TA

You requested a Fair Hearing because we sent you a notice: Notice Number Date of Notice | MM/DD/YYYY

Telling you: Because:

Your Fair Hearing request was not related to a notice.
The actions explained in this resolution notice are not related to a Fair Hearing. rvccasiina o

r SECTION II: ACTION(S) TAKEN

Deleted/Removed

We withdrew the notice CNS or RTI #: dated MM/DD/YYYY
Benefits taken to recover RTI#: were credited to RTI#: or another active recoupment.
We deleted from your case record the:

Employment sanction for: Joan Doe dated MM/DDIYYYY

Overpaymentirecoupment RTI# in the amount of: $§ 0.00

Child Support (OC SE) sanction
We removed John Doe, Fred Doe, Joan Doe fromyour | | Cash Assistance household budget. . | Supplemental Nutrition Assistance Program household budget.

Re-instated/Added

We reopened your case.

We have recertified your: Cash Assistance case SNAP case Your new CED date is: MM/DD/YYYY

We reinstated your: Medicaid eligibility retroactively to: MM/DDYYY Child Care for the period of MM/DD/YYYY to MM/DDIYYYY

We added John Doe, Fred Doe, Joan Doe from your Cash Assistance household budget. pp | Nutrition Ass i e Program h hold budget.
Issued

the cash benefits you lost because of our case action. Specifically we issued cash benefits on your EBT card in the amount(s) of:
rent directly to your landlord in the amount(s) of:

We issued: a shelter supplement (e.g. FEPS) directly to your landlord in the amount(s) of:
the SNAP benefits you lost because of our case action. Specifically we issued SNAP benefits on your EBT card in the amount(s) of:
carfare to you in the amount(s) of:

Since you were granted "aid to continue,” you did not lose any benefits as a result of the notice we sent you. However:
Your casefline is now active for recurring benefits. Your casefline remains closed or d by of an lated closing or sanction.
We are not issuing any Cash Assistance benefits at this time becaus e your case/line is closed due to an unrelated issue.

We are not issuing any SNAP benefits at this time because your certification period has expired.
Your budget change will NOT go into effect and your benefits remain unchanged.
Your budget is being changed. Effective MM/DDNYYYY , your new grant will be § 0.00 semi-monthly.

Miscellaneous

We will review/re-evaluate your medical claim. You will receive a new appointment to review this claim.
Other

:

8. CBO (Community Based Organization) Submission Report

CBOs are now submitting CA E Recertifications and CA EAPPs. A report has been created to track these
submissions which will be located on the POS Management Console.

9. POS Business Rule Update

POS calculation of the applicant/participant’s Age is different than WMS (Welfare Management System).
When POS determines the age for the ABAWD indicator and SNAP Employment code this causes a
discrepancy. Consequently, POS has updated the AGE business rule to give the correct calculation for
ABAWD determination.

10.POS TAD Business Rule Update

An update has been added to the POS TAD for Code V21 (Failure to Provide Verification). When the Worker
answers Yes for “Is employed?’ question, but leaves the document box blank without selecting any document.
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11.WMS Release 2017.3

October 2017 SNAP Table Changes and THRIFTY Food Plan MRB

Effective October 1, 2017, Supplemental Nutrition Assistance Program (SNAP) Standard Deductions, Excess
Shelter Maximum, 130%, 150% and 200% Poverty Level, Standard Utility Allowance (SUA), NYSNIP (New
York State Nutritional Incentive Program), and Net Income Level will change. The changed amounts will be
used for budgets with Effective Dates of 10/A/2017 or later. Budgets with Effective Dates prior to 10/A/2017
will continue to use current amounts.

Monthly amounts for budgets with Effective Dates of 10/A/2017:

Standard Deduction —

e Households of 1 through 3 — $160 (new)
¢ Households of 4 —$170 (new)
¢ Households of 5 —$199 (new)

Households of 6 or greater — $228 (new)
Excess Shelter Maximum — $535 (new)
Minimum SNAP allotment amounts for household size 1-2 — $15 (new)

130%, 150% 200% Gross Levels, Net Income Levels, Zero Benefit Levels, TFP Levels (new)

HH Gross Gross Gross SNAP SNAP SNAP Max.
Size 130% 150% 200% Net Excess Allotment
Income Income Income Income Income
Level Level Level Level Level
01 $1,307 $1,508 $2,010 $1,005 NA $192
02 1,760 2,031 2,708 1,354 NA 352
03 2,213 2,553 3,404 1,702 1,676.70 504
04 2,665 3,075 4,100 2,050 2,130.04 640
05 3,118 3,599 4,798 2,399 2,530.04 760
06 3,571 3,971 5,294 2,747 3,040.04 913
07 4,024 4,643 6,190 3,095 3,360.04 1,009
08 4,477 5,166 6,888 3,444 3,840.04 1,153
09 4,930 5,690 7,586 3,793 4,320.04 1,297
10 5,383 6,214 8,284 4,142 4,800.04 1,441
11 5,836 6,738 8,982 4,491 5,280.04 1,585
12 6,289 7,262 9,680 4,840 5,760.04 1,729
13 6,742 7,786 10,378 5,189 6,240.04 1,873
14 7,195 8,310 11,076 5,538 6,720.04 2,017
15 7,648 8,834 11,774 5,887 7,200.04 2,161
16 8,101 9,358 12,472 6,236 7,680.04 2,305
17 8,554 9,882 13,170 6,585 8,160.04 2,449
18 9,007 10,406 13,868 6,934 8,640.04 2,593
19 9,460 10,930 14,566 7,283 9,120.04 2,737
20 9,913 11,454 15,264 7,632 9,600.04 2,881
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Standard Utility Allowance (SUA)

The SNAP SUA amounts for New York City will change effective 10/A/2017:

e Combined Heat/Utility/Phone SUA (Level 1) $791 (new)

e Combined Utility/Phone SUA (Level 2) $313 (new)
e Telephone SUA (Level 3) $30 (new)
NYSNIP

NYSNIP benefit levels will be provided later — TBD.
CNS (Client Notices System)

CNS paragraphs will be updated separately.

Medicaid
There are no MA implications with this mass update.

Turning 65 Medicare Requirement

All applicants/participants should apply for Medicare at age 65. POS will transmit the Medicaid Indicator to
WMS to identify those 65 year old’s that must apply for Medicare benefits.

12.POS E-Forms

The following forms have been revised and updated accordingly:

FIA 1138 Do you have documents to submit to the Human Resources Administration (HRA)?
M3mm, Notification of Application Withdrawal Cash Assistance, Food Stamps and Medical Assistance
FIA 1125A, Outcome of Review of Undue Hardship Claim

FIA 1125AC, Notice of Need to Reestablish ABAWD Eligibility

FIA-1021b, Declaration of Job search activities

FIA-1179 Acknowledgment of Agreement to receive Paperless Notice

FIA-1179a Notice of Stopped Paperless Notifications

FHA-1 Fair Hearing Resolution Notice

BEV-100, Notice of Real Property Ownership Appointment

BEV-201 Generic BEV Referral

BEV-251 Notice to Applicant Referral to BEV

W-523-R Notice to Applicant Referral to BEV
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Attachment B Desk Guide: UIT Centralized Web Indexing
Date: October 23, 2017

Introduction

A new Universal Indexing tool (UIT) has been added to enhance the current
Centralized Web indexing process (tool) which was created to assist CA and
SNAP (Supplemental Nutrition Assistance Program) applicant/participants in
processing their program’s requested returned documents expediently. FIA
(Family Independence Administration) has created a Centralized Indexing Unit
(CIU), Center 88 that has been responsible for indexing all images scanned at
CA and SNAP locations throughout New York city.

The new Universal Indexing tool (UIT) has been updated to now
accommodate all CA and Snap Centers starting November 1, 2017 with the
exception of Center 88 who will be updated on the release date of October
23, 2017.

This guide includes the new universal indexing tool updates.

This new UIT will replace the current indexing and Web indexing tools
utilized by POS (Paperless Office System). The new tool will support the
work allocation and management of staff to prevent multiple workers from
working on the same scanned image. In addition new Icons will be
introduced to workers to identify unrelated documents and remove
documents when deemed necessary.

The Web Indexing process will not require printing and will follow the document
intake activity within the POS system. The Documentation receipt (EXP 76R) will
be sent directly from MIS (Management Information Systems) to the
applicant/participant by their Print to Mail process. This desk guide provides an
overview of retrieving, indexing and committing requested/mandated
documentation for eligibility determinations and/or for on-going assistance.

Accessing Centralized Web Indexing

Center 88 designated CIU staff and CA/SNAP sites will access the Universal
Web Indexing tool thru the POS portal. Centralized Image indexing link will be
available based on the Worker’s role and authentication within POS system.

DSS/ITS Version 2.0 2
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File Edit View F

NCA SNAP Application
Log

NCA SNAP
Recaertification Log

‘ Wab Image Indaexing

NCA SNAY Deforral Log

NCA SNAFP Calendar

When the Worker clicks on the Web Image Indexing located on the POS portal,
the Document Preview window will open. The main function of this window is to
give the Worker the ability to determine and associate the correct case number
prior to indexing the document.

CENTRALIZED IMAGE INDEXING - DOCUMENT PREVIEW  Associating Batch to Case : ¢

Scanned Folder List Image 021223516121 @ L@ o]
Search By User ID Center
ba | wo (. NEW YORK STATET_ )
Scanned Folder List for User ID “292198" and Center “F29" ‘ = S
( __ENHANCED ___J
B Folder Store Images (F29)
22 - 804B17 : 00086453507Q DRIVER LICENSE
12 - 804G15 : 00010041650E .. CLASS D
2-208B10 : 00010042340U [ !
5-804B11 : 00010048534G =] .-
4 - 104F100 : 000100461423F -
BN _ o e
2 - MOBDOC : 00010046183G ) E:NONE _—
&»p&x‘}wm Docamunt. & NoNE =
ISSUED: 09-30-08 EXPIRES: 10-01-16
v View/ Search Case Data A w‘my

Select Search Criteria Case Number

Case Number v

Case Information

Case Number | Case Suffix 01

Case Category Program Sta PANA  MANA FSAC
Case Head Address 70 Washington Street, Brooklyn,
NY 11201
tn N SFX  Name Sex SSN 008 Relation
/' USE THIS CASE

The Document Preview window will display the following items to assist the
worker in identifying and associating the scanned image to the correct case and
individual line thru a number of search criteria.

Update to Document Preview

Header
e Application logo/heading text with page title.
e Details of Case number.
e Name of the selected Case Folder.
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The “TOOLS” menu is consistent throughout the application. The menu has
quick links to About application, HRA One Viewer and Logout.

Left Collapsible Panel (Splitter line)

e The Document Preview Panel has the ability to collapse and expand to
display the maximum screen for identifying and previewing an image.
The Worker will click on the Spilitter line (line in middle of the document
preview screen) to display the full preview of the imaged document.

CENTRALIZED IMAGE INDEXING - DOCUMENT PREVIEW  Associating Batch fo Case - 00( & TooLs

Image 021223516121 NI 9

(__NEW YORK STATE, )

[ s anceD
DRIVER LICENSE

t .. CLASS D

W

ISSUED: 09-30-08 EXPIRES: 10-01-16 wu«uzy

I (Cw,:iz und

Main Content Area
e |t contains full size image and high resolution preview of image
with image preview and manipulation controls.

The Worker will be able to manipulate the image by using the Image
manipulation toolbar located in the upper right corner of the document preview.
The image manipulation toolbar contains the options of “Rotate Right”, “Rotate

Left”, “Crop”, “Increase Magnification”, “Decrease Magnification”.

The Crop feature will be added once the Worker associates the images and
clicks next to arrive at the document indexing window. The Worker is able to go
back to the Document Preview window to search and complete the associated
case by clicking on the splitter cursor located on the far left
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CENTRALIZED IMAGE INDEXING - DOCUMENT P¥F

Scanned Folder List
Search By User ID Center

User ID ~ F29 ~ [ searcH

Scanned Folder List for User ID “29Z199" and Center “F29"
E Folder Store Images (F29)
= 22 — MOBHVN: 160513550485

CACACACAL!

The section contains documents/images associated with case for review. It
displays the list of case folder(s) scanned under the CIU logged-in User ID. The
Worker can search/retrieve scanned case folder(s) for a particular Center either
by specific User ID or a specific Case Number or All Folders. They are able to
change the center by using the drop-down arrow to display all centers for
selection.

View / Search Case Data

Select Search Criteria SSMN

Search Results for WMS, (5) Results for SSN “876-76-8345"
Case Mumber SFX Case Name SSN CIN CTR/Status

o1 o C T T T AC/ACSAC

- o1 MNAS/NASAC

|
I
| o1 1 MNASMNASAC
I

o1 ¢ AC/IACIAC

" USE THIS CASE

Dropdown of WMS (Welfare Management System) search options under the
View/Search Case Data helps Workers to search and find appropriate case
data. The dropdown arrow includes search criteria options of Case Number,
SSN, CIN (Client Identification Number) and ANYC Confirmation Number.

The Worker will select their search criteria first (Case number, SSN, CIN and

ANYC) for searching WMS. Then enter the complete characters and or numbers
associated with the case or at least three characters to start the search process.
The system will retrieve the scanned folder list or display the following message:

“The scanned folder list contains no folders which satisfy the search
criteria. Please try your search again.”

If the Worker does not enter the required minimum of three characters for the
number he/she will receive the following message:

“To perform search user must enter minimum 3 characters for case
number. The scanned folder list contains no folders which satisfy the
search criteria. Please try your search again.”
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Scanned Folder List

Search By Case Number Center

Case Number o 0o F29 ~r @ SEARCH

You must enter minimum 3 characters for case number. The Scanned Case List contains
no folders which satisfy the search criteria. Please try your search again.

When the Worker enters the required amount of digits/characters for the Case
number, SSN, CIN or ANYC Confirmation number. If search validation fails
based on the worker’s entered information an error message will display
informing worker of error:

CIN

= ]

Entered CIN is invalid

Case number is invalid
SSN is invalid

CIN is invalid

Conf No is invalid

WMS Case search with Blank results

If the Worker entered in search information but WMS found no results, the worker
will see the following displayed:

w View / Search Case Data i|

Select Search Criteria CIN

CIN ~ Q, SEARCH

Search Results for WMS, (0) Results for CIN %

No results found. Please try your search again.

When no results are found, this case button at the bottom of the window is
disabled.
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WMS Case search with Selected Case results

View / Search Case Data

Select Search Criteria SSN

SSN ~ Q, SEARCH

Search Resulis for WMS, (5) Resulis for SSN

Case Number SFX <Case Name SSN CIN CTR/Status
o o1 AC/ACSAC

)0 o1 NASNASAC
) o1 NA/MNASAC
o o1 ACSAC/AC

+" USE THIS CASE

e When results are found the Worker must select the case first which will
enable the Use This Case button is enabled for the Worker to select the
case to display the case information.

Case Information window:

View [/ Search Case Data

Select Search Criteria

Search Results for WMS, (5) Results for SSN *

Case Information

Case Mumber Case Suffix 01

Case Category FS "rogram Status P NA MA MNA 5 AC
ase Heac Steve Johnson Address 70 Washington Street, Brookiyn,

NY 11201

Ln  CIN Mame Sex SSN DoB Relation

1 ] Case Head

2 wite

a Father

Case Information Section

The detailed section of case information aids the Worker in matching and
validating case data for the requested case documents The use of the case
decision on use of that case number for document indexing.

e Case member information displays read only case attribute details
such as Case Number, Case Suffix, Case Category, Program Status,
Case Head and Address.
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e The section also shows the data displaying read only information of
household member. The household member(s) data grid has column
headers of Line Number, CIN, Name, Sex, SSN, DOB (Date of Birth)
and Relation.

The “USE THIS CASE” button is enabled only when the Worker selects one of
the case records from the search results list. When the Worker clicks the Use
this case button, he/she will be navigated directly to the Document Indexing
page where the selected case and their associated documents must be indexed
to the appropriate document type and household member CIN to complete the
indexing process..

Document Indexing

The document indexing page is the main page where the Worker performs image
manipulation in preparing the image for indexing. Indexing requires the Worker to
map the case, index the scanned image to the appropriate document type and
the associated household member.

This page is divided into three sections (Header, left panel and main content
area) similar to the previous document page.

CENTRALIZED IMAGE INDEXING - DOCUMENT INDEXING  indesinglo Case N

Not indexed

' NEW YORK STATE

[ cnmanceo——
DRIVER LICENSE
NN TSNS - CLASS D

2 ik

v Index to Document Type and Household Member

Document Keyword | - Enter Search Keyword Q

Name Sex SSN 008 Relation

New “Unrelated” and “Remove” Icons

The UTI filtering option now includes the new addition of the Unrelated case and
Removed filter icons which are located at the top of the main content and the
drop down menu.

Workers can use the unrelated case option to index any unrelated documents to
a new dummy folder and will disappear from the image thumbnail list. The
images identified as a unrelated case must be processed after the current case is
committed.
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I Case Name - Steve Johnson

CENTRALIZED IMAGE INDEXING - DOCUMENT INDEXING Indexing to Case Number ~~

Images (22) show Al v | Image 021223516127 ] 2\ 48 alla )
Unrelated Case «- i, | Notindexed (unretetes case ]
= sinrumace Pittsburg, Pa, 8w Oct. 20, 1924 _ #ioues o
T swcie X wiboweo 0 NuMBER OF
sux MARITAL STATUS . MARBIED (] DIVORGE Sereubeurs

50 - €

Not Indexed PosiTION
DATE MEMBERSHIP

RETIREMENT svsTEM

Not Indexed

SIVIL SERYIGE STATUS - CLASSIFIED []

PREVIOUS service
SERVICE RECORD

GFFICE. DEPARTMENT. | BASE RATE | o, rc errecr » pr— »
Bonro. Corm. oR InsTiTh_ OF PAY & SFFECTIVE | curss CTION AND REMARKS

TITLE OF POSITION

Not Indexed Not Indexed

w Index to Document Type and Household Member

S Recinentisyv o A —
Document Keyword | 1900 Rent Arrears Request Q sianATURE
R. D. #1 Box 33 East Akron, Ohlo

CIN Name Sex SSN DOB Relation ABDHESNSD NAME TITLE OR POSITION DATE BEGAN
2 77 Case Head Charlton, Dorothy Elizabeth | Steward Dept. 1/7/43
1 wife
2 Father
1 Mother

Document Type 1900 Rent Arrears Request
/' INDEX IMAGE(S) +/ GOMMIT IMAGE(S)

Household Member Johnson, Steve - RV67838Q

Case Name : Steve Johnson

CENTRALIZED IMAGE INDEXING - DOCUMENT INDEXING indexingto Case Number

Show | Al |~ | Image 021223516127 m G

Unrelated Case

— Not Indexed
= PERSONNEL HISTORY
THE EDWIN SHAW SANATORIUM
Pittsburg, Pa, SN Oct. 20, 1924 B
o sinoLe X WIDowED O
sex  wamma v . BAtamon
Not Indexed R i Not Indexed POSITION -

RETIREMENT sYSTEM

CIVIL SERVICE STATUS . CLASSIFIED [] UnclassiFiED () exemer )
srevious service
SERVICE RECORD
TirLe oF FosITION OFFICE. DEPARTMENT. | BASE RATE  save errecrive | cuass ACTION AND REMARKS
Not Indexed Not Indexed T

w Index to Document Type and Household Member

Search By Document Keyword oATE E—
Document Keyword | v 1900 Rent Arrears Request Q SLaNATURE -
| ioomess  B. D. #1 Box 33 East Akron, Ohlo ) 1
CIN Name Sex SSN DOB Relation RET. FUND MEMB. NO. NAME TITLE OR POSITION DATE BEGAN
. 7 CaseHead | o2, Charlton, Dorothy Elizabeth I Steward Dept. 1/1/43
' | wife
I ! Father
J . Mother

11+ 1ype 1900 Rent Arrears Request
' INDEX IMAGE(S) )

Household Member Johnson, Steve - RV67838Q

The images that are indexed under unrelated case will be stored in a dummy
folder with a dummy POS number and the indexer's WMS ID and will remain
there until indexed or removed from the folder by staff.

Workers do have the ability to change the unrelated images Before successfully
committing and submitting unrelated case Images the worker is able to change
the image status to “Index” to any other document type or to “Remove” the

image.
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All unwanted and duplicate images can be marked and tagged as removed from
the case folder document imaging page. When the worker identifies an image
and clicks on the Remove Image icon, the system will display the following
message:

e Are you sure you want to remove the selected images from the case?

A A e s g s e v sty mage®

e Once the Worker confirms and clicks OK button then it will mark the
selected image as removed.

Images (22) Show | An | v Image 021223516126 m g (48] (] (@] @ 9| 8llv

Johnson,Steve

ez o e
. = | rversssa
===t

e
Nicnin [EE ulm"«ﬂ*—a—&'g‘
(5, ep 13 B

Driver's License Not Indexed
Tl ain chéa Irich ahiemn (NS FOSP 1GDUNE HOUIE ot =
i vh

Not Indexed

Npdy A5, ting - -
4NMS(’AM-M.DU‘HA'MM71.M‘I-)

Not Indexed

w Index to Document Type and Household Member

Search By Document Keyword

Document Keyword | Driver's License Q 2 ¥ Aa e

cN Name Sex SSN pos Relation

' Wife
| Fathar
J Mother

| ype Driver's License
+ INDEX IMAGE(S) +/ COMMIT IMAGE(S)
Household Member Johnson, Steve - RV67838Q

Images will not be removed until the Worker commits the images. The Worker is
only allowed to remove one image at a time. Before submitting the image as
removed the worker can change the image to index or unrelated case.

o Application logo/heading text with page title.
o Details of Associating case number.
e Details of Associating case head.
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e Back link to Document Review page.
e The “TOOLS” menu which is consistent throughout the application will
display the new unrelated case and the new remove icon.

1] gy 48 1 A @ D Q v

Left Collapsible Panel

e The Vertical splitter I allows user to collapse the left panel. This gives
an ability to preview image in full pane.

e Left panel consist the scanned image thumb list and Document type
selectors with the list of Household members.

e The section of document type selector with list of Household members
is a collapsible/expandable section. It gives the worker the ability to
view thumbnails on bigger view panel.

Main Content Area
e Contains full size image with image preview and manipulation controls.

Centralized Image Indexing Window in Collapsed State

CENTRALIZED IMAGE INDEXING - DOCUMENT INDEXING Indexing to Case Number : 00086453507Q  Case Name - Steve Johnson « Back to Document Preview 0¥ TOOLS

Images (22) Show | Al v Image 021223516122 A& b Q& 9

Not Indexed Not Indexed

Not Indexed m Not Indexed

Not Indexed Not Indexed

Not Indexed e e Not Indexed

Not Indexed Z==. | Notindexed

‘ 4 Index to Document Type and Household Member
Documen t Type
ou r

e The Worker can open the collapsed indexing window to display the list of
household members by selecting the Index to Document Type and
Household member to select the corresponding individual and choose the
document type.
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v |ndex to Document Type and Household Member

Search By Document Keyword
Document Keyword = - Enter Search Keyword Q
CIN Name Sex SSN DOB Relation
Case Head
Wife
Father
Mother

Search By Document Keywords

(Search by Dropdown List) The Document Keyword will open and enable the
textbox for keyword search with an auto-complete capability.

Document Keyword

Enter Search Keyword Q

e The Worker starts entering search criteria and the CIU system starts
displaying suggested document types.

Case Number

Drivl Q
Automobile Estimates-Licensed Dealers 3

BEV ldentity Driver's License

Driver's License

DOH Licensed Child Care Provider Verification

Licensed Child Care Provider Unit Form

Licensed Day Care Provider of Termination Motice to

e The Worker scrolls through the search results and then selects the
appropriate document type (worker’s selection gets highlighted).

DSS/ITS Version 2.0
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Case Number

Drivl Q
Automobile Estimates-Licensed Dealers 3

BEV Identity Driver's License

DOH Licensed Child Care Provider Verification

Licensed Child Care Provider Unit Form

Licensed Day Care Provider of Termination Notice to

The Worker can always enter and search for a new document type of keyword to
override the previously selected item.

The Worker is also able to search by document submitted:

Search By Document Submitted

Document Submitted | -~ Select W

This will open the list of documents submitted by the applicant/participant.

Search by document requested:

Search By Document Regquested

Document Requested | - Select w

The Worker is able to enter the requested document to help find the scanned
document.

See the sample screen on the next page showing document(s) Not Indexed (highlighted in
red border).
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CENTRALIZED IMAGE INDEXING - DOCUMENT INDEXING Indexing to Case Number - 00086453507Q  Case Name : Steve Johnson « Back to Document Preview ¥ TOOLS

Images (22) showl s | v | Image 021223516121 a4 8] |a] @ )
Not Indexed Not Indexed \
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Not Indexed m Not Indexed DRIVER LICENSE
= SN - CLASS D
Not Indexed Not Indexed p.l |
B ;.;7 Em“_m
o MW?MM F: NONE =
\ ISSUED: 09-30-08 EXPIRES: 10-01-16 8AJ120T52)
w Index to Document Type and Household Member
Search By Document Keyword
Document Keyword | v Driver’s License Q
N CIN Niﬂe Sex SSN Dpos Relation
Case Head
) Wife
F Father
] Mother

r pe Driver's License
+/ INDEX IMAGE(S)
Household Member Johnson, Steve - RV67838Q

Sample screen showing an indexed document (highlighted in red border)

CENTRALIZED IMAGE INDEXING - DOCUMENT INDEXING Indexing to Case Number - 00086453507Q  Case Name : Steve Johnson « Back to Document Preview ¥ TOOLS

Images (22) showl s | v | Image 021223516121 a4 8] |a] @ )
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= ) E: NONE
S Sonhs Liom Joumunt, | b NonE =
\ ISSUED: 09-30-08 EXPIRES: 10-01-16 8AJ120T52)
¥ Index to Document Type and Household Member
Search By Document Keyword
Document Keyword | v Driver’s License Q
CIN Name Sex SSN Dpos Relation
Case Head
) Wife
F Father
J Mother

Lovuinein 1ype  unvers uicense / COMMIT IMAGE(S)
Household Member Johnson, Steve - RV67838Q

Indexing Images

To complete the indexing process, all scanned images must be associated to the
case and mapped to the document type and household member (CIN).

e The title text of Scanned Image List. The section contains the thumbnail list of
documents associated with a case for indexing.

e The filtering option to narrow down the image display in thumbnail list. The
filtering options available for the workers are All, Not Indexed and Indexed.
Thumbnail image list should display the images based on the selected
filtering criteria.
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Show All e
Not Indexed
Indexed

e The images in the case folder appear as a thumbnail on the left panel. When
the user clicks on a thumbnail, the full image appears in the viewing pane on
the right panel of the page. The image thumbnail must be viewed individually
to determine what document type the image is. See Index Image(s) section.

e |If there are multiple images for a single document, the images must be
indexed and committed at the same time so that they appear as a single
document in the HRA One Viewer. See Index Multiple Image(s) section.

e By selecting an image thumbnail in left panel displays the full image preview
in viewing pane on the right panel of the page. The image is not yet indexed
and so the text label shows the label as “Not Indexed”.

e Click on “INDEX IMAGE(S)” button to map the selected image(s) from
thumbnail list to the selected document type and household member (CIN).

e Once the image(s) have been indexed, the thumbnail image(s) will be marked
with green checkmark icon and green image border. The thumbnail image
label displays the updated indexed image metadata information of Document
Type, Name (Last Name, First Name) and the household member ‘s CIN.

e Click on “COMMIT IMAGE(S)” button will commit/submit the images to the
HRA One Viewer.

Indexing Multiple Images

If there are multiple images for a single document, the images must be indexed
and committed at the same time so they appear as a single document in the HRA
One Viewer.

See the sample screen on the next page showing multiple images selected (highlighted in
red border) for combining multiple scanned images into a single document.
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CENTRALIZED IMAGE INDEXING - DOCUMENT INDEXING

Images (22)

Not Indexed

Mol ingered

w Al

Image 021223516128

v

w—

Not Indexed

1900 Rent Arrears
Request

Johnson, Steve
RV67838Q

Indexing 1o Case Number - 00086453507Q  Case Name - Steve Johnson

« Back to Document Preview ) TOOLS

90 v

w Index to Document Type and Household Member

Not Indexed

Document Keyword | v

an Name

1900 Rent Arrears Request Q

Sex SSN DoB

F Mother

pe 1900 Rent Arrears Request
o1 Johnson, Steve - RV67838Q

Sample screen showing images can be selected at the same time and indexed together

into a single document (highlighted in red border).

CENTRALIZED IMAGE INDEXING - DOCUMENT INDEXING

Indexing fo Case Number - 00086453507Q  Case Name = Steve Johnson

« Back to Document Preview

{# TooLs

Images (22) Show  AM

v Image 021223516128

Request
Johnson, Steve
RV67838Q
Page 20t

Request
Johnson, Steve
RV678380
Page 4ol 5

v

1900 Rent Arrears.

1900 Rent Arrears.

Request
Johnson, Steve
RV67828Q
Page 1of5

1900 Rent Arrears.
Request

Johnson, Steve
RVE7838Q
Pagedof5

1900 Rent Arrears.
Request

v Johnson, Steve
R67836Q
Pagesof5

¥ Index to Document Type and Household Member

Document Keyword |

Relation
! Case Hoad

1 wife
i Father
Il Mother
1t Type 1900 Rent Arrears Request
ember  Johnson, Steve - RV67838Q

e The Worker can select multiple thumbnail images from thumbnail image list.
To do this, user should follow below steps in sequence.
= Hold down the Ctrl-Shift key.
= Clicks on an already indexed thumbnail image.
= Clicks other associated thumbnail images that are part of the same
document type.
=  Worker releases the Ctrl-Shift buttons.
= Click on “INDEX IMAGE(S)” button.
e Once the images are indexed, the information of the images gets updated

with the latest indexing information of Document Type, Name (Last Name,
First Name), household member CIN and number of images (pages) in the
document.
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e Click of “COMMIT IMAGE(S)” button will submit the images to the HRA One
Viewer.

Image preview and Image Manipulation Toolbar

If there are multiple images submitted for a document type, all images must be
adjusted and selected before proceeding to the next step. Image manipulation
tools allow user to better handle and view the image content. The image
manipulation toolbar contains the options of “Rotate Right”, “Rotate Left”, “Crop”,
“Increase Magnification”, “Decrease Magnification”. These image controls are
required to adjust the image for readability and size before the final image

commit.

Sample image is showing image preview and image manipulation controls.
ol [48] 2] lQl & D 0 v

e Clicking on “Rotate Right” icon rotates the selected image clockwise.
e Clicking on “Rotate Left” icon rotates the selected image anticlockwise.

Crop Instructions
e Clicking on “Crop” icon automatically selects the entire image. Cropping an
image consists of several steps:

= The Worker first needs to select the cropping area by clicking and
dragging on the image to select the desired area, or user can drag the
corners and edge handles to the desired size.

Note: The area inside the crop box is the part of the image that will be
kept. Everything outside the box will be cropped away.

= When the image looks fine within the cropped area, the Worker will
apply the crop by clicking the checkmark (Save) tool button.

= Clicking on checkmark (Save) v button will save the cropped image
as a separate copy in image list. The original image remains in image
list without any edits.

= Clicking on Cancel S tool button will cancel the crop operation.

¢ Clicking on “Increase Magnification” increases the selected image
magnification.

e Clicking on “Decrease Magnification” decreases the selected image
magnification.

e Clicking on “Restore Original” icon revert all previous image manipulation
changes on selected image to its original state.
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¢ Clicking on “Cancel” icon cancels the current crop operation.
¢ Clicking on “Save” icon save/commits the current image manipulation
changes such as “Rotate Right”, “Rotate Left”, “Crop”.

Commit Images

COMmT MR [E

v ] P i RS S derli iy

¢ The System displays the message box titled committed image(s) on
successful save of the images to the HRA One Viewer.

e The message text is “Image(s) for case <WMS Case Number> committed
successfully.”

e The click of the “OK” button on the Committed Images dialog box will return
the Worker back to the Document Indexing page. Once the images have
been successfully committed to the HRA One Viewer, the images will
disappear from the Document Indexing page and by default the system will
pick and highlight the next image in the image thumbnail list.

« If all the images in the case folder from the current case are processed and
committed successfully the system will automatically navigate the Worker to
the Document Preview page and display other scanned image folder(s) for
processing if necessary.
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