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POLICY DIRECTIVE #04-01-SYS

ENHANCEMENTS TO EMPLOYABILITY PLAN (EP)

Date:

January 30, 2004

Subtopic(s):
NYCWAY Updates — Employability Plan

AUDIENCE

POLICY

BACKGROUND

REQUIRED ACTION

Assessment — Primary
Questionnaire Screen
and Processing Changes

The instructions in this directive are for all staff in Job Centers
working with NYCWAY, and informational for all other staff.

An Employability Plan (EP) must be completed for all applicants
and participants in order to make an individualized assessment of
their skills and abilities to help them become self-sufficient.

The EP has been enhanced to include the following changes:

e Assessment — Primary Questionnaire Screen and processing
changes

¢ Rescheduling of Appointments
e New “Needed At Home” process
¢ New Training Assessment Group (TAG) Referral type

The Assessment — Primary Questionnaire screen has changed.
It now lists all barrier options, and processes these options
differently. For the Special Assessment Required, Alcohol/Drug
Problem, and Medical Problem Claimed barriers acknowledged
with a Y response by the applicant/participant, the Supplementary
Information Inquiry screen will appear. Once this screen is
completed for each barrier, the Employability Plan (EP) will prompt
the Worker to make the appropriate referral.

HAVE QUESTIONS ABOUT THIS PROCEDURE?

Call 718-557-1313 then press 2 at the prompt followed by 765 or

send an e-mail to FIA Call Center

Distribution: X



Accessing the
Assessment — Primary
Questionnaire screen

Note: The
appearance of the
screens in steps 2
and 3 will vary
depending on
whether the EP is
being initiated or
updated.

>2.

Assessment — Primary
Questionnaire screen

Select a barrier

PD #04-01-SYS

To access the Assessment — Primary Questionnaire:

1. Enter the Case Number, select Employability Plan EP and

press Enter from the NYCWAY Master Menu. The EP

Request Plan Date screen appears for a new EP. The

Employability Plan Pick List screen appears for existing EPs.

Press Enter from the EP Request Plan Date screen and the

Language Preference Assessment screen appears.

3. Select a Language Preference and press Enter, or for existing
EPs coming from the Employability Plan Pick List screen,
press Enter and the Assessment — Primary Questionnaire
screen appears.

4. Enter aY if the applicant or participant has a barrier in any of
the options. If there is no barrier, enter N for each barrier listed,
and transmit.

Note: The Special Assessment Required option takes precedence
over the other barrier options. As a result no other referrals can be
made if it is selected.

% MAPER2-A (99993)

(O] x]

File Edit Functions 5

10-27/2083 New York City — York, Accountability and You (NYC-UAY) 1600. 3890
11:38 (Hssessment - Primary Quescionnaire | User: sys8d
[ EREP ]
Case Number BBABG11 Bl CIN XT9.002G ES Code 2I Office 023
Name FREEMArs wnnu DoB BB/@7-1967 SSN B74-55-7268 Sex Male
Status UNDEFINED — UNDEFINED STATUS Case Type SHCA IndStat ST
[Epecial A t Required? h
[Alcohol/Drug problemCs>7 h

Medical Problem Claimed? B
Needed at Home Claimed? hi

[Other Personal [ssues Exist? b

[Felony Convictions? h

(Prior | ] ] |  lsctisg]Ciete]Nely |Preing]rufienu] |

To further explain the Assessment — Primary Questionnaire and
Processing changes, the “Medical Problem Claimed” barrier was
selected as an example in the screens that follow.

¢ |If the applicant/participant has a barrier, enter Y in the
appropriate barrier field on the Assessment — Questionnaire
screen, and press Enter. The Supplementary Information

Inquiry screen will appear if the Special Assessment Required,
Alcohol/Drug problem or the Medical Problem Claimed barrier is

selected.

FIA Policy, Procedures and Training
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Supplementary
Information Inquiry
screen

This example
shows a medical
barrier. If individual
has a different
barrier, this screen
will reflect that
information.

.

The Supplementary
Information Inquiry screen
will appear if the Special
Assessment Required,
Alcohol/Drug Problem or
the Medical Problem

11-19-2883 New York City — Work, Accountability and You (NYC-UAY)

User: E9
Office

L2:85
Case Number 800081!
HameP

ESJON ...... Do
CONCIL/CONF — CONCILIATI

v |
..... ode 20
B2,87,1978 SSN €

me B
Status ON INITIATE Case Tupe FA__IndStat

Claimed barrier is
selected.

Medical Reasons pop-up
screen

In this example
the Medical
Reasons pop-
up screen will
appear with the
question “Do
you want to
make a
referral?”

Retlng | C-Mote | Help

7 Sex Female

PD #04-01-SYS

999
a7

Ac

Preting | Mafenu

Answer the questions in the Supplementary Information Inquiry

Screen by entering Y or N, then press Enter.

Edbh Funchom:  Sergh Sessen Beleane el
iﬂ/gIIZDGS Mew York City - E%rlis; ﬁnnnuntlhmig and You (NYC-UWAY)

CIN XT?71662 ES Code 28
DoB B8-87-1967 B8N B74-58-726
STATUS

ase mber BOBOO1106
FREEHA|

me N
Status UNDEFINED — UNDEFINED

i

Case Type SHCA IndStat SI

User: sysi%

Of fice 023
| Sex Male

[ Do _vou want make a referralf

(Priee | | 1 1  [eccinafctecafuels Jrrcingmmens] | |

determine the appropriate referral and acti

If a referral is needed, enter a Y and press Enter. NYCWAY will

on code needed and

will display the Creation of Actions — Comments, FAD Date
and Comments screen listing the selected codes. If it is unable
to make the appropriate determination a pop-up box appears

listing the possible referrals.

FIA Policy, Procedures and Training
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Pop-up box listing action # MAPER2-A (99993)
Fle Ed Funchions Scrpts Sesson Release Help

codes to select from

Make a Selection

This pop-up box only 738 APPLICANT WSS APPOINTMENT SCH
appears if there are 338N HSS APPOINTHENT SCHEDULED - SN COMPLIANCE
multiple referrals as
in this example. If
there is only one
referral code, the
screen at the bottom
of the page appears.

Prior fActing | C-Note | Help Prting | MnMenu

New feature e From the pop-up box select the desired referral code. The
Creation of Actions — Comments, FAD Date and Comments
screen appears with both action codes for the desired
appointment and for the return appointment (when appropriate)
to the Job Center.

Creation of Actions — # MAPER2-A (99393) M=) 3
Comments, FAD Date s - s e
and Comments screen RO Mo e aT Mok Tn e nenta. ‘FoA Daresnd Canme-) User: Svetd
listing appropriate referral Case Number 0988011 l CIN XT91..2G _ ES Code 20 Office 023
Name FREEMA:x wrinu DoB B8./087/1967 SSH B74-58-/260 Sex Male
code and return Status UNDEFINED — UNDEFINED STATUS Case Tupe SNCA IndStat SI

System will post Action Cods:

appOIntment COde APPLICANT HSS APPOINTMENT SCHEDULED
ADC JOBCENTER RETURN APPOINTMENT-HSS RESULTS
If there is no return I/ﬂ
appointment, Only [ Enter “v" to accept the Action{s) or “n" to Deny O
one code will post.

[Action Comments (Regquired) |
' [Additional Comments? ||

11 1 1 1 1 1 [  fmeess] ]
e Enter N if the information is not correct or to make a change.
Press Enter to return to the previous screen.

e EnterY if the information is correct, then press Enter, and the
Enter an Action screen appears.

FIA Policy, Procedures and Training 4 Office of Procedures



Enter an Action screen

PD #04-01-SYS

If a referral needs to
be made but it is not
an appointment
(does not have
appointment slots
attached), then a
FAD might be
required.

Appointment Requester

screen

@ MAPERZ A (39991) =1 3

Fle Edi Funchen: Seonpt Sesaan Beleass  He

VORKE, ACCOUMTABILITY. AMD YOU <uMY) Fluazz, 308
ENTER AN ACTION
Cazenunber | DB, . .. Suffix ! B | isssus kep 1 M Caze Type @ SHCA
Appreg ¢ RETRLZE4E CIN ESlbe cneer SEM ] ST T
Pregran: INTAKE
Status 1 RETURN AFPOINTRENT SCHEDULED
Mame 1 TYISON FRROME A Off ice : B67
Varke s : CECM

fActien Code : 738k AFFLICANT HSE AFPOINTRENT SCHEDULED

fAction Date 1 (117207831 Puture Action Date te be determnined by Appointnent
e A1 € i (REQUIRED)

ftest 1

Add it ional Conments? (Y /W) (L))

Transnic ()

If a referral is made
and the referral does
not have slot
appointments
attached this screen
will not appear.

(Prier | | Jeswinafdeningfaccing]  Juels [Peint Juamena] | |

e From this screen, enter the required comments, transmit, and
the Appointment Requester screen for scheduled appointment
appears.

% MAPER2-A [99991) [_ (O] x|

File Edit Functions ipts  Session  Release Help

H255 #PRESS F1 or TRANSHIT to COMPLETE THE APPOINTHENT PROCESS=

WORK, ACCOUNTABILITY. AND YOU <(WAY> PIW30@.385
Appointment Reguester

Case H: Indv #-21 Line #: ™ Mase Type: 16
fApp Reg CIN: SEN:
Last: TYISON First: M.I.:
Program Status: INTRT CINTAKE >
/ (RETURN APPOINTMENT SCHEDULED >

———————————— APPOINTMENT REQUESTOR FOR ACTION CODE 938h -—————-——————-

Appointment Type Code: %

Appointment Description: HES

Site Code: TRN

Site Mame: Training Site

#% Ualid Date Range: 11-24-83 - 12,13/83 =
Date: [1il-24-83] Time: [B7:881 AM/PM: [A]

Transmit:[ 1

[contrnfomeer [ |1 | [oobetn[wosn [paie | | [ |

e Enter the Date, Time, and AM/PM and transmit. Upon
transmittal, the referral letter for the applicant/participant will
appear on screen. Print the letter and give it to the
applicant/participant.

e Transmit from the letter screen. The scheduled appointment
(and return appointment) will appear on the Activity Inquiry
screen.

FIA Policy, Procedures and Training 5
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% MAPERZ2-A (99993)

Activity Inquiry screen
File Edit Fur

(=] E3

||St|ng SChedUIed and Months on PA [end 1 : nra
H 712084 WORK, ACCOUNTABILITY. AND YOU <UWAY)> PIWBES.328
return appointments ACTIVITY INGUIRE
Cazenumber : BBOAB110 Suffix : @1 Linenumber : @1 Casze Type = SNCA
Appreg : CIN : KT9166! SSM @ B74-58-72
Progran: INTAKE
ﬁtatus H EEE%EHN"PPOINIHENT SCHEDULED ote — EE Cod -
i lame H ice = ode @
In thls example Sex ] nit g Comp Code:
DOB : B8.,.87/1967 Worker : CEUB? Ind Stat : SI
the 938H HSS
. . DATE ACTION-DESCRIPTION STATUS CHMP FUT DATE OFF WORKR SITE
appolntment IS 1t -18-27-83 918H JC HSS RETURN APP INTRT 11-18-83 B23 sys84 TRN
heduled and th [ 1 “10/icra3 1198 EF INITIATED * oo Xk 10716703 523 WNEL
716/ 716/
sche ue an t e [ 1 18-16-83 881 AFPPLIC REGISTERED APLA1  938BH 11-38-83 150 MIKE1
910H is used for
the return
appointment.
Next Case: Next Suffix: Next Line: CATEGORY =

(Prior ||| heaina | Denina | hdoc [ hoeion | Wisehr | Frotie [oena ]

Note: Once a referral or return appointment has been made, the
Referrals and Return Appointments screen appears whenever a
Worker attempts to access the EP.

Referrals and Return

Appointments screen
i8{27/2883 New York Ci

CIN XT%i6¢_3

ase mber B0BBO11E
FRE.

EMAN _ .. _

ES

Code 206
DoB B8-07/1967 SEN B74-58-7__1 Sex

User: sysg;

823
Male

Office

FIA Policy, Procedures and Training
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Rescheduling
Appointments

PD #04-01-SYS

If there is an open referral code, rescheduling appointments must
be done manually through the NYCWAY Master Menu as follows:

e Enter the Case Number in the Case #/App Reg# field on
the Master Menu, enter the appropriate action code in the
Enter an Action field and transmit. The system returns a
screen indicating that an open appointment consistent with
the type of referral being made has been found.

WHATRN WORK. ACCOUNTABILITY. AND YOU <Wa¥> PIWBGS . 380
I\ MASTER MENU
Enter the case —=acc #i/fpp Regh: (060001 1  Suffixs [ 1 Line #: [ 1
number Demographics [ 1 Detail [ 1 Case Profile
Activity: L ] Inguiry on Activity [ 1 Correct an Action
9 1 Enter an Action
ent: [ 1 FIA3A [ 1 Employment Plan EAEP
|/ Casolistsz [ 1 Caseload Management
Enter the [ 1 Worklist Processing
1 Assignment”s [ 1 hssignment
aCtlon COde Attendance L 1 Assignment Inguiry L ] Attendance Inguiry
[ 1 Assignment Adjustment [ 1 Training Inquiry
Administrative Functions [ 1 Reporting [ 1
Archiv | SupMnu | ActCds
System Message screen | # MAPER2A (33563 M= 3

Open appointment
has been found

L

—

> [ 938h | APPLICANT HSS APPOINTMENT SCHEDULED

Appointment Date: [11-87/2003 | at [B7:08 |

Dﬂ yo want to Bﬂ_sﬁhﬂd e th:ﬁ E]‘Jnn:ll:ltngnt" .
[ Reply ¥ _or H_J|

e From the System Message screen, enter Y to reschedule the
appointment and transmit. The Enter an Action screen will
appear next.

FIA Policy, Procedures and Training 7 Office of Procedures



Enter an Action screen

Appointment Requester

screen

PD #04-01-SYS

B MAPERZA (99991)

Ele Edi Funete Lot Sedaen Belease el

VORKE, ACCOUNTABILITY. AMD YOU <imY)
ENTER AN ACTION

... ... Buffix @ B [i=s=u= kep 1 M Caze Type @ SHCA

PiwvazZ, 308

Cazenunber |
Appreg ¢ RETRLZE4E CIN F 4 | S SEM ] ST T
Pregran: INTAKE

Ecatus 1 RETURM AFFOINTRENT SCHEDULED

Mame 1 TYISON FRROME A Off ice : B67
Varke s : CECM

fActien Code : 738k AFFLICANT HSE AFPOINTRENT SCHEDULED

fAction Date 1

: (REQUIRED)
ftest i
Add it ional Conments? (Y /W) (L))

(11/20/83]1 Puture Action Date te be determined by Appointnent

Canwment

Transnic ()

(Prier | | Jeswinafdeningfaccing]  Juels [Peint Juamena] | |

o Enter the required comments. Transmit, and the Appointment
Requester screen appears.

A MAPER2-A (99991) M=

File Edit Functio szion  Felease  Help
H255 #PRESS F1 or TRANSMIT to COMPLETE THE APPOINTMENT PROCESS=

WORK,. ACCOUNTABILITY. AND YOU <WAYD> PIW30@.385
Appointment Requester

Case #: Indv # Line #: 81 Case Type: 16
App Reg _ CIM: SEN: 39
Last: TYISON First: M.I.: H

Program Status: INIRT CINTAK] >
# CRETURhL niiwimandNT SCHEDULED >
———————————— APPOINTMENT REQUESTOR FOR ACTION CODE 938h -———————————

Appointment Type Code: =
Appointment Description: HES

Site Code: TRN
8ite Name: Training Site

#»* Ualid Date Bange: 11,24/83 - 12/13/83 #=
Date: [1il-24-831 Time: [B7:881 AM-PM: [A]

Transmit:[ 1

[contrnfcancet || | | Twpetn[wels [paie [ [ | |

¢ Using the Appointment Requester screen, the rescheduling of
appointments is to be done in the same way as outlined in the
instructions on page 5.

FIA Policy, Procedures and Training 8
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Entering a
referral/appointment from
NYCWAY Master Menu
if no open referral

NYCWAY Master Menu
with error message

PD #04-01-SYS

If the Worker attempts to enter a referral/appointment directly from
NYCWAY Master Menu when there is no open
referral/appointment available, an error message will appear
indicating the referral/appointment can only be made via the
Employability Plan.

A MAPER2-A [93989)
File Edit Functions Scri

n993
712084

be issued via the
WORK, ACCOUNTABILITY,. AND YOU <UWAY>
MASTER MENU

EAREP>
PIVOAS

Action Code
938H entered

I

=

Needed at Home
Claimed option

Documentation Inquiry
pop-up screen

Case H/App Regli: [PBOPA1..68] Suffix: [B1]1 Line #: [811

Demographics [ 1 Detail [ 1 Case Profile

>_ E 38 ]IEquiPy onnﬂctiuity [ 1 Correct an Action Error message
[238H] nter an Action . . .
indicates there is no

Employment: [ 1 FIA3A [ 1 Enmployment Plan EAEP
i open referral code.
Caselists: [ 1 Caseload Management
. . The referral must be
[ 1 Worklist Processing
: . made through the
Assignment/s [ 1] Assignment
Attendance [ 1 Assignment Inquiry [ 1 Attendance Inguiry EP
[ 1 Assignment Adjustment [ 1 Training Inguiry :
Administrative Functions [ 1 Reporting [ 1

— [érohio [Sumu [acccis | [Meve [ist [Welp [Paine [bric | |

If the applicant/participant indicates s/he is needed at home, enter
Y in the Needed at Home Claimed? field on the Assessment —
Primary Questionnaire screen, and press Enter. The
Documentation Inquiry pop-up screen will appear.

% MAPERZ-A [93991) =]
File Edit Functi Seript

11/19-2083 New York City — Work, Accountability and You <HYC-UAYD 1606. 368
13:33 User: Sys8d
Case Number 00061753 CIN HC349%6 Ef Code 28 Office B28
Hame MEDRI GU DoB B7-83-1956 SSM B86-74-87 Sex Fenmale
Status INTAKE — RETURN APPOINTMENT SCHEDUL Case Type FA_ IndStat AC

[ Client has Ualid Documentation in support of GClaim h[)
8 | 1644.020 |

(Prier | | 1 ]  [GctisajCietaNels Jrrelng|mattonu] |

FIA Policy, Procedures and Training 9 Office of Procedures



1.

PD #04-01-SYS

If the applicant/participant does not have valid documentation to
support the needed at home claim, enter N on the
Documentation Inquiry screen and press Enter to schedule a
return appointment to get the documentation. The system will
display the Needed at Home Schedule Return Appointment

pop-up screen.

Needed at Home -

Schedule Return
Appointment pop-up
screen

MAPERZ-A [99991)

User: =y=§£

mber BBOA175: CIN XC3496- ES Code 28 Office B28
me MEDRIGL __ _.__._____ DoB B7-83-1956 SSN BB6-74-8 5 Sex Female
Status INTAKE — RETURN APPOINTMENT SCHEDUL  Case Type FA__IndStat AC
I = chedile s Return Appointnent |
[ Schedule Return Appointment? i |
Flan Date 1118 2} | 1644 w20 |

(Prier | ] 1 1 [ectinafciecafuely [Preiagimtens] | |

Enter a Y to schedule a return appointment, press Enter, and
the Creation of Actions — Comments, FAD Date and
Comments screen will appear listing the return appointment

action code.

Creation of Actions —
Comments, FAD Date
and Comments screen

with action code
L |

Return
appointment
action code

M=l E3

A MAPER2-A (99991)

File Edit Functic

11/19/2333 New York City — Work, fAccountability and You <HYC-LAYD 1660. 380
1 [Creation of flictions — Comments,. Fad Date and Comme User: sysB4
GCase Number BBOB1753 CIN HC34%96 __ ES Code 28 Office B28
Name MEDRIGU DoB B7/83-1956 SSH B86-74-8 5 Sex Female
Status INTAKE — RETURMN RPPOINTHENT SCHEDUL, __ Case Type Fh__ IndStat

System will post Action Code:
MAMUAL RETURN WITH DOCUMENTATION

1097

Enter y to accept the Actions? or n_ to Deny

Iﬂction Comments (Required) |

[Additional Comments? ||

11 1 1 1 1 1 [  [rerena] |

FIA Policy, Procedures and Training

10

Office of Procedures



PD #04-01-SYS

Enter a' Y and comments (comments are required), and press

Enter to schedule the return appointment. The Appointment
Requester screen will appear.

Appointment Requester [Fvarenza

[99991)

screen File Edit Functions Scripts Session Belease Help
H255 =PRESS F1 or TRANSMIT to COMPLETE THE APPOINTHENT
WORK. ACCOUNTABILITY. AND YOU {WAY>
Appointment Requester
Case #i: AARARATY66A Indv H:81 Line #: @1
App Reg #: BOOYO62646 CIN: RE166508 SEN: 1885496
Last: TYISON First: FRRONE M.1.: ]
Program Status: INIRT CINTAKE

Date:

Site Name:

>
# CRETURM APPOINTMENT SCHEDULED
APPOINTMENT REQUESTOR FOR ACTION CODE 938h

Appointment Type Code: TH
Appointment Description: HSS
Site Code: IRN

Training Site

=% Ualid Date Range: 11,2483 - 12-13/83 ==
[1l-24-831 Time: [B7:881 AM-PHM: [A]

PROCESS =
PIW308.385

Case Type: 16
39

Transmit:z[ 1

M= E3

Coonten [Gancet |||~ | [owbein[hedy [raine || ]

Enter the Date, Time and AM/PM, transmit and the

Appointment Details screen appears. Press Enter and the
return appointment action code will appear on the Activity

Inq

uiry screen.

If the applicant/participant keeps the return appointment select

EP on the NYCWAY Master Menu to modify the existing EP.
The system will automatically go to the Documentation Inquiry
pop-up screen.
If s/he does not present valid documentation at the return
appointment, enter an N, press Enter and the Reschedule
Return or Continue with Plan screen will appear.

FIA Policy, Procedures and Training
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Documentation Inquiry
pop-up screen

Reschedule Return or
Continue with Plan
screen

PD #04-01-SYS

=] E3

* MAPER2-A (99991)

File Edit Funchions

11,19-2083 Hew York City — Work, fAccountability and You (HYC-UAYD 1668. 380
13:33 Usent sye8d
CIN ¥C34964C  ES Code 2@ Office 028

DoB A7-083/1256 S8N B86-74-8775% GSex Female

[ EREP |
Case Number BABA175338-A1-01
Case Type Fi_ IndStat AC

Name MEDRIGUEZ RORCEDES
INTAKE — RETURN APPOINTMENT SCHEDUL

Status
Client has Ualid Documentation in support of Claim hil

rior ||| [ [eccina [coco [ ey [ pecina [rtona ]

Note: If the applicant/participant does not return with valid
documentation to support his/her claim, another return appointment

can be scheduled at the Worker’s/Supervisor’s discretion.
=1 E3

A MAPER2-A (99995)
Fie Edit Functions Scripl

108-27-2883 MNew York City — Work, fAccountability and You <(HYC-UAY> 1666 .36868
12:26 Heeded at Home — Claimed User: sys84
GCase Mumber BOPRBPBS31-A1-01 CIN XU68..6R ES Code 63 Office @51

DoB 11-24-195%9 88N B61-54 .616 Sex Female

DAUIS ANNETTE
IndStat AC

Name
Status UNDEFINED — UNDEFINED STATUS Case Type SHCA
[ Schedule another Return Appointment? EH
Continue with the EaFp?

(Prior | ] ] |  Jtctingjcietaely |Preing]Mattenu] |

The Worker has the option to reschedule another appointment or
continue with the EP if the documentation is invalid.

Enter a Y to schedule another return appointment if participant
does not have appropriate documentation and the agency is
unable to help the participant obtain the verification, or enter a Y
to continue the EP because the needed at home claim was not

substantiated.

FIA Policy, Procedures and Training
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Applicant/Participant has
valid documentation

Needed at Home
Exemption Code pop-up
screen

PD #04-01-SYS

¢ If Y was entered to continue with the EP, the system will
automatically update the needed at home claim to No. The
Worker will be allowed to continue with the Employability Plan
and make the necessary referrals.

3. If the applicant/participant has valid documentation to support
the needed at home claim, enter a Y on the Documentation
Inquiry screen, press Enter, and the Needed at Home
Exemption Code pop-up screen appears.

S MAPERZ-A [99391) M= 3
f Sept Seraan Beleae  Hel
11,19-2003 Mew York City - Hrgi ncnun:nhmtg and You (NYCUAY> IIGEIIE}
13:39 User: sysB
ase mber BOOOL753: CIN HC34964 ES Code 28 Office 028
me MEDRIGUI DoB 87-/83-1956 SEN B86-74-87% Sex Female
Status INTAKE — RETURN APPOINTHENT SCHEDUL, __ Case Tupe FA__IndStat AC
[ Do _you want to post an Exemption code? H]
Plas Date 1118 28a3] | 1653 a26 |

(Prior | | 1 |  [eccisacecefuely [Preingfmmena] ]| |

e EnteraY to post an exemption code, press Enter and a pop-up
box listing the exemption codes appears.

Note: If an N is entered, NYCWAY returns to the Activity Inquiry
screen.

FIA Policy, Procedures and Training 13 Office of Procedures



PD #04-01-SYS

Pop-up box listing # MAPERZ-A (99991) — =
. Eile  Edit Functions Scrpts Session Helease Help
exemption codes

11192883 Mew York GCity — Work, Accountability and You C(HYC-UAY> 1688.3068
13:39

Personal Issues Claimed User: sysB84

EAEP

Gase Number BAAA17533 GIN HC34%64 ES Code 28 Office 028
Name MEDRI GUE DoB @7-83/1%56 S8N @86-74-8775 Sex Female
Status INTAKE — RETURN APPOINTMENT SCHEDUL Case Tuype FA__IndStat AC

Make a Selection

1838 GRANDPARENT PROU CARE CHILD TEEM PARENT IN SCHOOL
1838 FOSTER PARENT OF CHILD W SPECIAL MEEDS
187U ADC Determined exempt — Caretkr for household member

Prior ActIng | G—Note | Help PrtIng | MnMenu

e Select the appropriate exemption code, press Enter and the
exemption code and Action Code 119U (EP Assessment
Completed — Participant Exemption) will post to close out the
EP.

TAG Referral The TAG referral process now allows the Worker to select
appointment types for participants who need either TAG ESL
referrals (when the Worker determines that the participant needs
additional language testing because s/he clearly did not
understand English at the Job Center interview) or TAG Basic
referrals (all other testing and assessments).

The process begins with accessing the EP and the Training
Assessment Questionnaire screen:

1. Access the EP, and the Language Preference Assessment
screen appears.

2. Complete the screen, press Enter and the Assessment —
Primary Questionnaire appears. Complete this screen and all
other screens to resolve all barriers, including the Child
Associated with Case (Child Care) screen. NYCWAY will
prompt the Worker to post Action Code 119N which indicates
there are no more barriers. Enter a Y and press Enter and the
Training Assessment Questionnaire screen will appear.

FIA Policy, Procedures and Training 14 Office of Procedures
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[_[D]x]

Training Assessment 3 MAPER2-A (99991)
Questionnaire screen

Fie Edit Functions s an  Releaze Help

11-/19-2883 New York City — Nork Accountability and You ¢NYC-WAY> 16066.308
13:84 User: sys84
Case Number BBB6561 CIN ZD385 ES Code 28 Office B67
Name CAUIS DoB B1-07,1979 S8N 133-66-65 Sex Female
Status INTAKE - RETURN APPOINTMENT SCHEDUL _ Case Type FA_ IndStat AC
Undertaken EducationalsTraining Programs? — In Past 3 vears b
[High School Diploma or GED? bl [Highest School Grade Achieved? 2

Yhat is your Emplouyment goal? ]
ork ]

What steps do you feel are necessary to_reach your goal?
tudy

[Are you currently enrolled-requesting enrollment in a Training Program? L

Do you wish to Refer this Client to the Training Assessment Grouph
Plan Date 09262803 [ 1613.300 |

rior | | | [ Mocave [actina [ CMove [Wedp | Preing [Hovena| |

3. Answer all the questions on this screen, and enter a Y to refer
the participant to the Training Assessment Group (TAG). Only
participants who meet TAG criteria can be referred to TAG. The
system will post Action Code 13TT, indicating a referral to TAG
is being made. (Applicants in training, identified by action code
935T, will be called into TAG once the case becomes active.)

Note: If a participant does not meet the TAG referral criteria, they
will not be able to continue and an error message will appear.

Creation of Actions — #wtaza [T _ 5]

Comments and

Confirmation screen with Je

action code ase Number BBBSSEi CIN ZD385 ES Code 28 Office B567
Na CAU DoB @1,07,197%9 SSN 133-66-65 Sex Female

me
gtatus IHIBKE BETURN APPOINTMENT SCHEDUL _ Case ISE FA__IndStat AC

REFERRAL TO TRAINING ASSESSMENI UNIT (TAG>

1 1 1 1 1 [ 1  freme] |

4. Enter a'Y to accept the action code, press Enter, and the TAG
Referral Options box appears.
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TAG Referral Options
box

Appointment Requester

screen

PD #04-01-SYS

i MAPER2-A [99991] (O]

11/19/2833 New York City — Work. Accountability and You (HYC-WAY> 1688. 300

Creation of fActions — Comments and Confirmation Uzer: sys84
Caze Mumbew| Code 28 Office B67
Name Tab To Choice and Transmit EM 133-66-65 Sex Female
Status pse Tuype FA__ IndStat AC
JOB SITE A
TAG BASIC REFERRAL UNIT <TAG>

TAG ESL REFERRAL

n__to Deny b

Actd |
Aditional Comments?
Plan Dace 05.26,2003)

(CIZZEN N N (N (N (N [ N [ — — —

5. Select the desired TAG Referral option. The English as Second
Language (ESL) Referral can only be given for Tuesday
appointments, and is selected when the Worker determines that
the applicant/participant needs additional language testing
because s/he clearly did not understand English at the Job
Center interview. The Basic Referral is selected for all other
referrals; appointments can be scheduled for Monday—
Thursday. Press Enter, and the Appointment Requester
screen appears.

i MAPERZ-A [59991) =] 3

i NPLE - ni i
WORK. mllllal“ ﬂ. m (l.?) P“ﬂ. 385
Appointnent Requester

Case 8: B006561 Indv ®:81 Line #: 81 Case Type: 11
App h&ls 8883581799 CIN:  ZD385 SSN: 1336665
I.-nt: First: H.l.: A
Progran Status: INIRT  CINIAKE >
# CRETURN APPOINTMENT SCHEDULED
APPOINTHENT REQUESTOR FOR ACTIOM CODE 13TT

fAppo intnent Type Code: 1t]
Appointment Description: TAG APPOINTHENT

Site Code: TRN
Site Mane: Training Site

#= Ualid Date Range: 11,2083 - 12/10/03 ==
Date: [(E120093) Tine: [07:00) ANAPH: [A) Transnit: [

(Contrnfcancer] | 1 1  [evbctafuely Jrame ] | ]| |
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PD #04-01-SYS

6. Enter the Date, Time and AM/PM within the Valid Date Range
field and transmit. The referral will post on the Activity Inquiry
screen as follows:

Activity Inquiry screen

with TAG Referral R onthe on TR Tond OCT1 : n’a
68CE91 VORK, ACCOUNTABILITY. AMD YOU (uaY)> PIVDES . 328
— __ _ACTIVITY INQUIRY _
Cazenunber | ol Buffix : B Linenunber : Bl Casze Iype ! PR
Apprey : BMISEE2EST CIN ¢ ZM11385 SEN : MEB-66=-71
Frogran: Auvait. Sched.
Status : Mew Aetive Individual
Moaue : | ffice @ PS4 EE Cade : I8
TAG referral Bane 1 | OFt e s o de: Sue
— B : BE/97/1981 Verker ! FHUDR Ind Stat @ AC
ACTION/DESCRIPTION STATUS CHP FUT DATE OFF WORKR SITE
10/24°03 1317 REFERRAL T0 TAG auTie 18,2703 TAZ EE786 ThM

(8 L

[ ) 18,2493 119N EAEF ASSESE-M0 EXENF aviie 18,2493 BS54 E6TEE
[ 1 18,2493 1337 CHILD CARE IN FLACE AUT1E 1337 s 4 EETEE
[ 1] 18/24/93 1198 EP INITIATED AUTIE 117M 18/.24-03 BS54 ES134
[ 1 18/22/93 BLA Case Accepted Enpl AVT16 18,222,093 B54 SYSIN
[ ] =1 16,90 A APPLIC RECISTERD-ADC AFLA1 @84 11/30-83 IS0 SYSIN
[ 1 @8/18.03 &93E CASE CLOSED-ENFLOYED oo 693E ;S EYS EYETN
[ 1] B8/12-03 693 (WD AWL: SAMCTION  woooox 693 ;£ S EYS EYETN
L1 @7,28,93 411N N0OI REQUIRED CHOMS 693 BE/27.93 LS4 150

Mext Case! Mext Suffix: Mext Lines CATEGORY =

(Prior [Morirv] _ JAssing]dening] Addnce | hssign [WisePr[Profie Jrutena] | |

PROGRAM
IMPLICATIONS

Paperless Office There are no POS implications.
System (POS)
Implications

Food Stamp There are no Food Stamp implications.
Implications

Medicaid Implications There are no Medicaid implications.

LIMITED ENGLISH For Limited English Speaking Ability (LESA)

SPEAKING applicants/participants, make sure to obtain appropriate interpreter
ABILITY (LESA) services in accordance with Policy Directive #02-43-OPE.
IMPLICATIONS

FAIR HEARING There are no Fair Hearing Implications.
IMPLICATIONS
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PD #04-01-SYS

RELATED ITEMS

PD #99-34R(4) Employability Assessment &
Employability Plan
PD #99-35RR Individualized Employability Assessment

and Employability Planning

REFERENCES
12 NYCRR 1300.2 (b) (5)
12 NYCRR 1300.6 (b)
12 NYCRR 1300.7 (b)
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