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TALX/THE WORK NUMBER SERVICE

Date: Subtopic:
April 12, 2011 Employment
AUDIENCE The instructions in this policy directive are for all Job Center and Non

Cash Assistance Food Stamp (NCA FS) Center staff and are
informational for all other staff.

REVISIONS TO This policy directive is being revised to:
THE PRIOR
DIRECTIVE « indicate that for every TALX inquiry, the Job Center and NCA FS

staff must list each case on the TALX/The Work Number Express
Services Data Sheet (W-500QQ).

« indicate that NCA FS staff must calculate and save a new budget
when there is a TALX hit on a NCA FS case.

« inform staff that the information for CA and NCA recerts can be
obtained by selecting TALX file from the Tools menu in POS.

e update the Food Stamps (FS) Implications section to include a
reference to the Transitional Benefits Alternative (TBA).

« update the Medicaid Implications section to define what happens
when a Cash Assistance (CA) case is closed.

« inform staff that TALX/The Work Number Service has
implemented a new login process that involves two new login
screens, and update Attachment A to show the new login
screens in addition to the new “permissible purpose” screen for
TALX/The Work Number Service users.

POLICY As a condition of initial and continuing eligibility for CA, and FS
benefits, JOS/Workers must verify factors that affect eligibility for
applicants/participants, including employment income from any
source.

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



BACKGROUND

All staff responsible for
making CA/FS eligibility
determinations must use
TALX/The Work Number
Service.
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TALX/The Work Number Service is an employment verification
process that must be used by JOS/Workers when determining
eligibility for CA/FS benefits for all applicants/participants. The
verification process is a service of TALX Corporation, which provides
electronic payroll services.

TALX/The Work Number Service provides detailed, up-to-date
employment and income verification from companies that register
with the TALX Corporation. It also provides other important eligibility
information including the employee’s address and medical insurance
data. As a result, the information obtained potentially leads to
increases in the accuracy of CA/FS benefits issued and the
participation rate of employable participants.

Note: TALX/The Work Number Service will be referred to as TALX
throughout this procedure.

The employment and income information obtained from TALX is
considered “verified upon receipt” for CA and FS purposes.

TALX does not replace any of the existing employment or income
verification requirements. Since not all employers are registered with
TALX, all current employment and income verification tools remain in
effect and must be used to confirm employment if it cannot be
verified through TALX.

When there is a match for an applicant/participant in TALX, some or
all of the following information is displayed:

e Employer (hame, headquarter’'s address, federal employer
identification number, and division)

e Employee (name, Social Security Number [SSN], address,
telephone number, and date of birth)

e Employment status (most recent start date, original hire date,
reason for termination, total time with employer, job title, union
affiliation, and work location)

e Medical/dental/vision insurance

e Worker's Compensation

¢ Income and deductions (average hours per pay period, rate of
pay, pay cycle, gross pay, payroll deduction for all insurance
coverage)

e Pay period detalil

e Historical pay period summary (pay period end date, pay date,
hours worked, gross earnings, net earnings)
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Since October 18, 2010,

users are unable to
access TALX using the
fax number

TALX Liaison
Responsibilities

Application

Recertification

Revised

REQUIRED
ACTION
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Staff that were registered with TALX/The Work Number Service prior
to October 2, 2010, should have received an email notifying them of
their new usernames and passwords, which are necessary to access
TALX after October 18th, 2010.

Any individual who was registered with TALX prior to October 2,
2010, and has not received his/her username and password must
inform his/her designated TALX liaison.

Each Family Independence Administration (FIA) region has a TALX
liaison. The TALX liaison registers staff with TALX to allow them
access to employment and income verification. See the Work
Number Contact Information (W-500PP) form for detailed
instructions on how to process requests for access to TALX.

Once the request is approved, staff members authorized to access
TALX receive a unique username and password via email from
verifierlD @theworknumber.com.

A TALX query must be done for every application case. The
Obtaining Verifications from TALX/The Work Number Service
(Attachment A) has been revised to provide information and
instructions on the new TALX login process.

Staff will receive the Recerts — TALX/Work Number Hits spreadsheet
distributed monthly by the Office of Support Services for all
recertification cases scheduled for the following month. The
spreadsheet contains a list of cases and individuals in which a TALX
guery was done.

Every case for which a TALX inquiry was conducted by the Job
Center or the NCA FS Center must be listed on the TALX/The Work
Number Express Services Data Sheet (W-500QQ). Form W-500QQ
captures the results of the inquiry and the action taken on every case
for which there was a hit.

The following are detailed responsibilities of each individual involved
in TALX utilization processes.

The process for obtaining employment and income verification using
TALX differs for application cases and recertification cases. Each
process is described on the following pages.
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For recertification cases,
access TALX when a hit
is identified.

Revised

Household window
showing TALX file

PD #11-11-EMP

Staff must review the TALX/The Work Number Hits spreadsheet
when it is received, and access TALX to print the verifications for
recertification cases when a hit is identified.

This information can also be obtained for CA and NCA FS cases by
selecting TALX file from the Tools menu in POS. If a match is
found, POS will open a window displaying the TALX information.
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Note: If the spreadsheet does not show a TALX hit for the
recertification case, staff should not access TALX.

After conducting a query and obtaining information from TALX for
cases identified as a hit, staff must:

e record inquiry results on Form W-500QQ for each individual on
the case in which a TALX inquiry was done.

e indicate the results of the TALX Inquiry in the TALX Information
window in the Paperless Office System (POS). If there is no hit,
the Worker must click No for “TALX Match Found”. The standard
methods of verifying employment must be applied (e.g.,
Resource File Integration [RFI], and/or a Letter to the Employer if
employment is already known).

e review the Welfare Management System (WMS) to determine if
the income was previously reported.

e compare the pay periods with the benefits issued to determine if
an overpayment exists, and initiate a recoupment per current
procedure if an overpayment exists.
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eMed NY manual is
accessed online by
clicking on manuals in
the Policy Documents
section on the Office of
Procedures web page.

NYCWAY will post
Action Code 16FI
(Informational Only) after
the Documentation only
FIA3A is completed.

Refer to PD #07-11-ELI
for details on processing
FS claims, and PD #02-
41-ELI for FS reporting
rules.

Revised

NYCWAY will post
Action Code 16FlI
(Informational Only) after
the Documentation only
FIA3A is completed.

Revised
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enter medical insurance information in the eMedNY system if
there is a hit on medical insurance. Staff must consult the User
Guide for Third Party Health Insurance in the eMedNY manual to
ensure that the third-party medical insurance information is
entered correctly.

initiate a Documentation only FIA-3A (Job Center staff) if there
is a hit and the employment income is not currently budgeted.
Job Center staff must calculate and save a new budget based on
the verified income and process it with the Continuing Eligibility
Determination (CED) to conclude the recertification.

calculate and save a new budget (NCA FS staff) if there is a
TALX hit and the employment income is not currently budgeted.
complete the recertification interview activity and take appropriate
action.

record actions taken on the Recerts — TALX/Work Number Hits
spreadsheet.

submit the completed case to a Supervisor for approval.

If a participant fails to recertify and there is an identified TALX hit:

Job Center Staff must calculate and save a budget and complete
a Documentation only FIA3A.
NCA FS staff must calculate and save a new budget.

If the household is financially ineligible, close the case as follows:

= For Safety Net Cash Assistance (SNCA), Safety Net Non
Cash Assistance (SNNC), and NCA FS cases, use WMS
closing code E30 (Excess Earned Income [No TMA]).

= For Family Assistance (FA) and Safety Net Federally
Participating (SNFP) cases, use WMS closing code E31
(Increased Employment Earnings [TMA Eligible]).

If the household is financially eligible but fails to recertify:

= Close the CA case with WMS closing code G10 (Failure to
Recertify on [Date]).

= Close the NCA FS case with WMS closing code Y10 (Failure
to Recertify). Refer to PD #11-01-ELI for information
concerning the Food Stamps — Request For Contact/Missed
Interview (LDSS-4753) form which must be sent to FS
households that miss the recertification appointment.
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Resolving
Discrepancies

Refer to the WMS
Authorization of Grants
manual for details on
resolving RFI. Refer to
PD #09-43-SYS for
details regarding RFI.

Refer to PD #07-03-OPE

for information on fraud
Referrals to BFI.

Supervisor
Responsibilities

Job Center/NCA FS
Center Designee
Responsibilities
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Resolution of Discrepant Information

When discrepancies exist between information in WMS and
information provided by TALX, prior to submitting the case to a
Supervisor for approval, staff must:

e review and resolve the discrepant information.
e make a detailed case entry in POS explaining the documentation
used to resolve the discrepancy.

e continue to obtain and resolve clearances as appropriate. For
example, employment periods must be carefully reviewed to
determine whether the RFI or WMS data is more current and
accurate.

If the applicant/participant disputes the TALX information, he/she
must provide proof that the employment or income information is
incorrect.

When fraud is suspected, staff must discuss the case with a
Supervisor to determine if a referral to the Bureau of Fraud
Investigation (BFI) is required.

Upon receiving a completed application or recertification case, the
Supervisor must:

e review the case to ensure accurate processing of the required
action(s).

e review Form W-500QQ for accuracy and completeness and, for
recertification cases, the annotated Recerts — TALX/Work
Number Hits spreadsheet received from the Office of Support
Services, including action(s) taken and effective date/cycle.

e ensure that a copy of Form W-500QQ is scanned and indexed
into the appropriate case record.

e each month, submit the completed W-500QQ form and the
annotated Recerts — TALX/Work Number Hits spreadsheet to the
Job Center/NCA FS Center designee.

The Job Center/NCA FS Center designee will:

e review Form W-500QQ and the annotated Recerts — TALX/Work
Number Hits spreadsheets and forward them to the appropriate
regional office.
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Region’s
Responsibilities

Reporting

Office of Support
Services
Responsibilities

PROGRAM
IMPLICATIONS

Model Office
Implications
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The designee from each region will:

e review Form W-500QQ and the annotated Recerts — TALX/Work
Number Hits spreadsheets received from the location heads and
forward them to:

Assistant to the Executive Director

Office of Support Services

180 Water St., 19th Floor — Cubicle 19W094
New York, NY 10038

e forward Form W-500QQ and the annotated Recerts —
TALX/Work Number Hits spreadsheets as follows:

=  Form W-500QQ should be sent no later than the second
Monday of each month for all completed application cases.

= Annotated Recerts — TALX/Work Number Hits spreadsheets
should be sent no later than the fifth day of the month for all
completed recertification cases from the previous month.

The regional designee will also contact the Job Center/NCA FS
Center designee, as needed, to ensure that staff in the Job Centers
and NCA FS Centers are using TALX.

When determining the cost-effectiveness of TALX, the Office of
Support Services will:

e review and compare the annotated data sheets and spreadsheets
to the New York City Work Number Usage report received from
New York State Office of Temporary and Disability Assistance
(OTDA).

o forward the results on a quarterly basis to the designee(s) in each
region for follow-up, as necessary.

Applicants/participants reporting to a Job Center with verification of
employment or proof disputing employment information obtained
from TALX must report to the Front Door Receptionist to receive the
appropriate ticket (e.g., CA Appointment, Customer Service and
Information Center [CSIC] Document Return) and be routed to the
correct service area.
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Paperless Office
System (POS)

Implications

Food Stamp
Implications

Revised
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The TALX Information window will automatically update with the
following information when the Worker clicks No in response to the
TALX Match Found? Question:

e The Ready to Record TALX Outcome field will set to ‘Ready’;

e The TALX Outcome field will be set to ‘TALX was unable to find a
Social Security Number match’;

e The Hit field will set to ‘NO’; and

e The Resolution field will set to ‘Nothing to Resolve’.

TALX Information Window

»

Instructions For Applicants: Click on the TALX link, located at the top of the TALX information ‘Window. If @ match exists, print, scan and index the document.
Cloge the TALK link. If no match exists, cloze the TALX link. Proceed to answer questions an the TALX Information Window.
Instructions For Participants: Click an the 'Spstem Mateh' checkbax. If the participant i khawn, TAL will dizplay infarmation fram the latest TALS
table. If no information i displayed, proceed ta answer question on the TALX infarmation window.

[ Existing information 7 Who - | WwWwW. TALX LINK System Match [
Name
B | %% Match Found? Is Client disputing employment information? Client 5till Emplayed? Is there an RFI Hiti
Date of Birth “Yes  No Yes ' N [T Yes " Mo [{" Yes {" No
I TALX Emplopment
Relationship to Employer Name Employer Address City State Zip Code
Case Head
_ Employment Start Date  00/00/0000 Pay Cycle Gross
Social Security TALX Medical
Number Medical | C ge? Employee Enrolled? Provider Name
[~ " Yes " Mo " Yes " Mo |
Status [PASFS] TALX Results
_ Ready to Record TALX Dutcome? ® Ready ) Not Ready
TALX Outcome |TALX was unable to find a Social Security Number matcj Hit? [© Yes & No
Resolution ‘Nothing to Resolve j Comment ’
FlA-3A Available? Is JOS Worker initiating a Recoupment? If Yes. amount Recoupment Applicable Program
" Yes 1 No " Yes " Ho " CA " F§
Last F5 Grant Benefit Last CA Grant Benefit
Amt. of CA BudgetChange Amt. of F5 Budget Change j
Hext | Previous |

In instances in which the CA case is closed for excess income or
increased employment earnings, the FA household will be eligible for
TBA, and a separate FS determination is required for the Safety Net
Non Cash Assistance (SNCA) household. Staff must immediately
take required actions on matches which are deemed verified upon
receipt, even for households subject to six-month reporting rules.
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Medicaid
Implications

Revised

LIMITED ENGLISH
SPEAKING
ABILITY (LESA)
AND HEARING-
IMPAIRED
IMPLICATIONS

FAIR HEARING
IMPLICATIONS

Avoidance/
Resolution at Job
Centers

Avoidance/
Resolution at NCA
FS Centers

Conferences at a
Job Center

PD #11-11-EMP

When TALX indicates that the employer provides health insurance
coverage, Job Center staff must follow instructions provided in

PD #05-27-ELI regarding TPHI coverage. If medical insurance is
provided by the employer, the information must be entered in the
eMedNY system.

Medicaid (MA) must be redetermined if the CA case was closed due
to excess or increased earnings.

For Limited English-Speaking Ability (LESA) and hearing-impaired
applicants/participants, make sure to obtain appropriate interpreter
services in accordance with PD #10-12-OPE and PD #08-20-OPE.

Applicants/participants are entitled to request a Fair Hearing if they
believe that their case was inappropriately rebudgeted. Ensure that
all case actions are processed in accordance with current
procedures and that electronic case files are kept up to date.
Remember that applicants/participants must receive either adequate
or timely and adequate notification of all actions taken on their case.

To avoid inappropriate adverse actions, process all changes of
address and address corrections immediately. Ensure that the
address is complete, including any “in care of” designation, and the
apartment number. Prior to initiating a case closing for inability to
locate, review the case record documentation and WMS to ensure
that all information corresponds.

An applicant/participant can request and receive a conference with a
Fair Hearing and Conference (FH&C) AJOS/Supervisor | at any time.
If an applicant/participant comes to the Job Center requesting a
conference, the Receptionist must alert the FH&C Unit that the
individual is waiting to be seen. In Model Offices, the Receptionist at
Main Reception will issue an FH&C ticket to the applicant/participant
to route him/her to the FH&C Unit and does not need to verbally alert
the FH&C Unit staff.

FIA Policy, Procedures, and Training 9
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New information

Conferences in an
NCA FS Center
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The FH&C AJOS/Supervisor | will listen to and evaluate any material
presented by the applicant/participant, review the case file, and
discuss the issue(s) with the JOS/Worker responsible for the case
and/or the JOS/Worker’s Supervisor. The AJOS/Supervisor | will
explain the reason for the Agency’s action(s) to the
applicant/participant.

If the determination is that the applicant/participant has presented
good cause for the infraction or that the outstanding Notice of Intent
needs to be withdrawn for other reasons, the FH&C
AJOS/Supervisor | will Settle in Conference (SIC), enter detailed
case notes in NYCWAY, and forward all verifying documentation
submitted by the applicant/participant to the appropriate JOS/Worker
for corrective action. In addition, if the adverse case action still
shows on the “Pending” (08) screen in WMS, the AJOS/Supervisor |
must prepare and submit a Fair Hearing/Case Update Data Entry
Form (LDSS-3722), change the 02 to 01 if the case has been
granted Aid to Continue (ATC), or prepare and submit a CA
Recoupment Data Entry Form (LDSS-3573) to delete a recoupment.
The AJOS/Supervisor | must complete a Conference Report
(M-186a).

If the participant fails to show good cause for the infraction or if it is
determined that the Agency’s action(s) should stand, the
AJOS/Supervisor | will explain to the applicant/participant why
he/she cannot SIC. The AJOS/Supervisor | must complete Form
M-186a.

Should the applicant/participant elect to continue his/her appeal by
requesting a Fair Hearing or proceeding to a hearing already
requested, the FH&C AJOS/Supervisor | is responsible for ensuring
that further appeal is properly controlled and that appropriate follow-
up action is taken in all phases of the Fair Hearing process.

Note: If FH&C has any questions regarding TALX, they should
contact the TALX Liaison at the Job Center.

If an applicant/participant comes to the NCA FS Center and requests
a conference, the Receptionist must alert the Center Manager’'s
designee that the applicant/participant is to be seen. If the
applicant/participant contacts the Eligibility Specialist directly, advise
the applicant/participant to call the Center Manager’s designee.

In Model Center, the Receptionist at Main Reception will issue a FS
Conf/Appt/Problem ticket to the applicant/participant to route him/her
to the NCA Reception area and does not need to verbally alert the
Site Manager. The receptionist will alert the Site Manager once the
applicant/participant is called to the NCA FS Reception desk.
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The Center Manager’s designee will listen to and evaluate the
applicant’s/participant’s complaint regarding the adverse action. The
applicant/participant must provide current verification of address to
resolve the issue. After reviewing the documentation, case record
and discussing the issue with the Group Supervisor/Eligibility
Specialist, the Site Manager’s designee will make a decision. The
Center Manager’s designee will decide to resolve or defend the case
based on all factors and on whether the adverse action was correct.
The Center Manager’s designee is responsible for ensuring that
further appeal by the applicant/participant through a Fair Hearing
request is properly controlled and that appropriate follow-up action is
taken in all phases of the Fair Hearing process.

Evidence Packets All Evidence Packets must contain a detailed history (e.g., copies of
POS “Case Comments” and/or NYCWAY “Case Notes” screens,
History Sheet [W-25]), copies of relevant WMS screen printouts, the
detailed TALX employment verification printouts or manual
employment verification information, 06-ADM-13, notices sent, and
other documentation relevant to the action taken).

REFERENCES 06-ADM-13
Temporary Assistance Source Book—Ch.5,8D &Ch.6,8C
WMS Authorization of Grants manual

RELATED ITEMS PD #05-27-ELI
PD #07-03-OPE
PD #07-11-ELI
PD #10-30-OPE
PD #11-01-ELI
M # 05-11

ATTACHMENTS
_ Attachment A Obtaining Verifications From TALX/The Work
eE'ZﬁZetéjiitZirr'}nlgnies Number Service (Rev. 4/12/11)
of forms. P W-500PP The Work Number Contact Information Form
(Rev. 11/5/10)
W-5000QQ TALX/The Work Number eXpress Services Data

Sheet (Rev. 4/12/11)
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Attachment A (Rev.04/12/11) Page 1

OBTAINING VERIFICATIONS FROM TALX/THE WORK NUMBER SERVICE

e Double-click the Internet Explorer icon a on the desktop to access the HRA home
page
¢ In the Address bar, type (with no spaces): theworknumber.com

a HRA Home - Microsoft Internet Explorer provided by Human Resources Administration

File Edit View Favorites Tools Help

eBack - \) . lj @ ;h | /fj Search \::'(Favarites {:‘3‘| [7\2 :\? . = _J ﬁ 3 ‘ "f,r
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Search for "theworknumber ,com” .
Type % é Ak ?l[ e l&
“theworknumber.com” iy ' l o

in the Address bar. : Sl B . il |

HOME | SITE ADMIN | SITEMAP | HELP | SEARCH |

e Goto Social service Verifiers on the right hand side of The Work Number home page
and click Enter Site.

As an alternative, click the “Enter Social Service Section” link to log on to the Social
Service section.

{2 The Work Number | Instant Online Yerifications - Microsoft Internet Explorer provided by Human Resources Administration
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government assistance?
I'm an Employee

B Click Enter Site

to enter the
I'm an Employer

= __-.__.:._-_____"“m Social Service
BAY Section.
I'm not sure > 7 J
Copyright © 2011 TALX Corporation. All rights reserved. Site Map / Privacy Policy f Terms and Conditions
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Attachment A (Rev.04/12/11)

Page 2

e Enter your Username and Password in the appropriate fields and click the Go button.

;Iﬁlill

/2 The Work Number | Social Service Yerifications - Microsoft Internet Explorer provided by Human Resources Administration
6: [ http:jtheworknumber. comySocialServices] =li[#2 /] x| [sooge £l
Fle Edit vView Favortes Tools  Help % -

= = -
7 @f @ The Work Nomber | Sodial Service Verfications | | T3 - B - e - 2 Page + (G Taoks -

A Service of Equifax

theworknumbercom [ ContactUs / Search 2

THE:

Soclal Ser\,’lce Verlflers Commercial Verifier? Sig w‘

Home Products Industries eSeminars  Why The Work Number FCRA  Help ;u’Lcckmg||:rParhc\|:a(mgEm;lcyers’

Please continue to use your fax number to

Wstan| & 5@ @

log in until you are e-mailed a username
Get Our Express B Enter your
- Username: l—
Service Today! pevmve [ Username and
Now with Paydate Summary OR PaSSWOfd,
Fax Number: ’—@ C|ICk the GO
W ™ Remember my D on this compute) button
Mot registered? \ Forgot password?
‘Who's using The Work Number? ‘What our Clients say
DirectChek | The Work Number Alert W suar “The database has grown so much and
- ‘ expanded fo include more and more
Identity Assessment & Authentication . mid-sized employers ... so now
With fraud on the rise organizations need to eligibility workers can find the
make 5,_"5 lhanhe\r applicants are truly who Housing information they need and they trust that
information.” LI
bone I [ 9 [@ neemet [#o0w -

& wpo..| O|mbo...| I1pss.| IFw. [[EThe.. I chan..| @htpi. | T soca..] #ipocu.. | [0 ST EH @ 112Pm

Effective January 1, 2011, staff will no longer be able to log in with a fax number.

¢ Click inside the radio button beside the applicable purpose for accessing the verification

information (see screen shot below). JOS/Workers must:

= select “Employee’s eligibility for a benefit granted by a governmental agency; -
are required by law to consider the employee’s financial responsibility or status”.

= click the Continue button.

& Beivice of Equifax

Select the

e

I' bl 5 Heme Privacy Policy = Help &1 ContactUs &1 togout 55
applicable
purpose for T
- Whan uaing Tha Work Mumbsr, cartain obliJationa of the Fair Caadit Act (FCRA) mway apply to

aCCGSSIng the My Accoun t m“—mmuuﬁwmﬂamhwnhm

o . nimmeation which is pamitted under
Verlflcatlon & Select the appicable purposs below and click Tontinue”.
information.

find & manage users

| ¢ Employeaa elighl Ry for a banclit granied by a govemnmental agency; - we ane nequined by lew to

- list all location users

€ Dutermine child sspport payrments - | epresont a stabs or lecal child Fuppot snlrcoment agoncy
Le! iy 3 revieY o o of e sccount
€ Undar 2 coast onder or 3 Fadaral grand jury subpoana

Logout

€ Employaa haz ks xad ma writtan insinction to ohtain this lesmation

Click the Continue P o e e P
button after selecting the e e mapasa 1 canty the sasanant s s

applicable purpose.

Copyright © 2010 TALY Corporation, All Rights Reserved.

Terms and Conditions
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e The New Verification Order window will appear. Enter the applicant/participant’'s SSN
without hyphens or spaces and click the Continue button.

/2 Mew ¥erification Order - Microsoft Internet Explorer provided by Human Resources Administration =10l %]
, ) ’ sy B JL ’ < PR! f a4 Wy
File Edt ‘Wiew Favortes Tools  Help ‘ e Back - O - |ﬂ @ Lh | j‘) Search ‘?A{ Favarites {3‘ | [‘;:_{ = - - ﬁ .3 ‘ h
Address I@ https:{secure, socialservices, theworknumber, comfverify/Express/CreateCrder j Go
N
THE: . A Service of Equifax

NUMBER Horne Privacy Policy Help Contact Us Logout

Gloria Clyb

aria Lyhurn New Verification Order

New Yerification . . . .
Complete the form below, and click continue. Entering an Employer Narne or Code restricts your search to
My Account that specific employer.

webManager “iew a derno or printable tutorial on how to use the updated Express service.

- add new user

* Required fields

- find & manage users

- list all location users Social Security Number: * I

Logout need specific employer

Tracking Number: I
You can enter a word or number to track this order. -_what's this?

Permissible Purpose: Employee’s eligibility for a benefit granted by a governmental agency; - we are
required by law to consider the employee's financial responsibility or status

change purpose
Continue |

Terms and Conditions Copyright © 2010 TALY Corporation. All Rights Reserved.

El
[&] pore ’_ ’_ ’_ ’_ E & Internet 4
A)start| | O] nbox - Miros.... | B TaLxs - woRk... | L3 TALkworknu... | . Fw: Project #2... | B8] attachment & (... | 8] screenshots fo... |[&] New verificatr.. [[O]S/® @ =25 e

Note: If hyphens or spaces are entered with the SSN, the system displays the
message, “SSN must be Numeric and 9 Characters”.
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= If the SSN is not found, the system displays the message, “We are sorry, we were

unable to find any employer information for: 999999999. Please verify the
employee's information and try again.”

/3 New Verification Order - Microsoft Internet Explorer provided by Human Resources Administration o =]
, ) ’ : A G e ’ A 3 A ﬁ 24 ‘W
File Edt ‘iew Favorites Tools Help ‘ e Back - -J - u \g _Ij fj Search \f\( Favorites Q} | =" - - & ay
Address I@ https: [ {secure. socialservices. thewarknumber . carfverify Express|CreateCrder CreateOrderFarm j Go

THE B

@ A Service of Equifax
‘ NUMBER Home Privacy Policy Help Contact Us Logout

Gloria Clyburn I
i New Verification i

New Yerification

€3 We are sorty, we were unable to find any employer information for: 999999999, Please verify
My Account the employee’s information and try again.
CLEEIEL Complete the form below, and click continue. Entering an Employer MNarne or Code restricts your search to
T that specific employer.
- find & manage users Wiew a dermo or printable tutorial on how to use the updated Express service.

- list all location users * Required fields

Logouk

Social Security Number: * |ggggggggg

need specific employer

Tracking Number: |
You can enter a word or number to track this order. -_what's this?

Permissible Purpose: Employee’s eligibility for a benefit granted by a governmental agency; - we are
required by law to consider the employee’s financial responsibility or status
change purpose

Continue |

Terms and Conditions Copyright © 2010 TALY Corporation. All Rights Reserved.

El
|@ Dane ’_ ’_ ’_ ’_ E & Internet 4

@& Startl J g Inbox - Microsoft O, .. | @_] TALXS - WORK MU, | I TALE-wark Mumber | | P! Project #2803... | IE_] Attachment & (2).d... ”@ New Yerification ... @l@g m 344 PM

Note: When no information is found it means that The Work Number Service does
not have employment information for the SSN entered. In these instances, use other
resources, such as RFI, to continue the income verification process.

= When the SSN entered is found, the system displays “Employment Summary
Page” for the individual including the following data:

— Company name

— Company code

— Employment status
— Last Pay Date
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3 Employment Summary - Microsoft Internet Explorer provided by Human Resources Administration = IEII
« . " ; % A ‘G e . 3 3 R £ »,
File Edit Yiew Favorites Tools Help e Back - -_d - \j @ ._lj /,j Search “}\( Favorites e} | T g - - _J ﬁ 'ﬁ ‘ .,"
Address I@ https: [ {secure. socialservices theworknumber . carnfverify (Express/EmployerHistary j Go
THE@ A Service of Equifax i
< NUMBER Horne Privacy Policy Help Contact Us Logout
Gloria Clyburn
New Yerification . . . .
The following information was provided by the employer to The Wark Number® to act as their official agent
My Account for issuing employment verifications. Infarmation not provided by the employer is blank.
webManager Click the Continue button to order a Social Serices Verification for any record listed.
- add new user
~find & users check all clear all
) _ Employer Hame {Code) Employment Status Last Pay Date Get Verification
- list all location users
Macy's Inc. (10260) Active 1002212010 ]
Logouk
check all clear all
Cantinue |
Terms and Conditions Capyright © 2010 TALX Corporation. All Rights Reserved.
[&] bore ’_ ’_ ’_ ’_ E # Internet

ii;'start| | (©] b - Micras... | S TALXS - WORK... | ) TALR-Wark Mu,.. | ] F: Praject #2...| @_I]Attachmentn(...| 8] Screenshats fa... ||@ Employment ... |O|Y @R azar

= Click the box next to the employment record(s) you wish to retrieve and click
Continue to retrieve the employment verification for each applicable record.

DO NOT use the “Check All” box. Only click next to the ACTIVE employment
records that you need. If there is more than one active job and you require
information on more than one job, retrieve the employment verification one job at a
time.

= When the Social Service Verification screen is displayed (see page 6), click Print
This Verification on the top-right corner of the window.

» Scan and index the document to the applicant/participant’s case record.

e To obtain another verification, click the Get another verification link, enter a new SSN,
and repeat the steps outlined above.

Note: JOS/Workers must be sure to print verification data as needed and scan and
index the verification to the appropriate applicant/participant’s case record in the event
that the printed verification is misplaced.

e To exit, click Exit/Logout.
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SAMPLE SOCIAL SERVICE VERIFICATION SCREEN

Page 6

The fllawirg infoemation is peoided in response to your request on
JHE The errpliyer provided this irformation 1o The Wk Nuenber to act a3 their oficial agent for

NUMBER

America’s Leader in
Emplayment & Incoms
Verlfication

employment and meome veeheation. Any inconsistenty between the most recen stan date and

thee total lire wak the employer & dus 18 & poor werk pendd, If you i quésiant, pléase cal
our Clierd Serace Center a1 1-500-936-7566 (Voicw) [/ 1-500-424:.0253 (TTY Deal)

Infarmation not provided by the employer is shown as "Data not provided,”
Emplayment and Income Infarmation current a5 of
Reference Number for this verification:

Social Service Verification

EMPLOYER
Employer 0128 - Certeal Parking Corparation
Headguarters Addess 2401 205t Awe. South

Ste. 200
Nashwille, TH 37212
Federal Employer |dantification Mumbar (FEIR)

Dirvigion Diata not prosaded
EMPLOYEE

Employas

Social Secumy Numbir pre ey
.SAMPLE

Employes Fhone Nurmber

Ciate of Birk

EMPLOYMENT

Employmari S1atus Active

Most Recent Stan Date 2002007
Origiral Hire Date 2002007

Reason for Temination
Tatal Tims with Employer.
Job Tile:

Linion Afiliation:

“Wark Location (Job Site)

Diata rot prowided
0 Years, 5 Mondhs
ATTENDANT
Urknown

Data rot prowided

MEICAL INSURANCE
Medical Coverage
Pedical Carrier Hame:

Diata not provided
Diala not peowded

Diertal Coverage:
Dardal Carrigr Name

Data not provided
Data not provided

INCOME AND DERUCTIONS
Aoerage Hours pes Pay Penod Diata not provided

Rate of Pay $3.25  Hourly
Pay Cycle Wagkly
207 205

Tatal Gross 96,264 95

Payroll Deduction for Al lnsurance Cowvarage Diata not prowdad

HISTORICAL PAY PERIOD SURMARY

Py Pariod End Date Pay Dats Hours Waorked Grogs Egmings

0652007 Oe222007 ] §$32564
DEDE07 061 52007 i} $300.12
DE0.2007 DE0a007 1] 37641
05252007 O 72007 o $330.00
OSMA2007 O525/2007 0 $330.00
DEM 12007 D&M 007 1] $330.00
5002007 051 172007 ] §438. 4
0472752007 OS0/2007 0 §330.00
0472002007 Q427007 (1] §330.00
044132007 042002007 ] $330.00
04062007 0441 22007 ] $330.00
0302007 04062007 0 34234
32372007 O3G0/2007 ] $330.00
O3AG007 Q322007 ] $32564
03002007 O3 G007 0 §350.00
Q302007 062007 ] $320.00
022372007 02007 ] $31e.00
O2AE2007 Q2232007 0 §3230
ROG007 021 G007 ] frm

evhere can | go?

» Brnd Thig Verfication <

» Bacl ¢ (390

» ot snother warfic ation

ExitLogout B

AN

Click the
appropriate
link to print the
displayed
information,
return to the
previous
page, obtain
another
verification, or
exit.

Date Hired

Medical
coverage

1]
228
23593
58323
$229.10
$231.10
§256.10
§0825
§229.10
§231.10
§256.10
§231.10
§3773
§256.10
$253
§256.10
§248.12
24772
51
§181.47

Pay dates, Gross
Pay and Net Pay

listed




Family Independence
Administration

Form W-500PP (page 1) Human Resources
Rev. 11/5/10 ﬁfpﬂﬂzﬁfﬁ"’"
Social Services

The Work Number Contact Information Form

Please e-mail this form to: Gloria Clyburn — clyburng@hra.nyc.gov Faye Grey — greyf@hra.nyc.gov
(212) 331-5697 (212) 331-4244

TODAY'S DATE:

AGENCY/PROGRAM NAME:

CONTACT NAME:

CONTACT TELEPHONE NUMBER:

THE WORK NUMBER AUTHORIZED USERS - eXpress Service only

User Name
(must be at least
Last Name First Name E-mail Address 12 characters)

—
—

L)
[A) —/

/L\.

we

\
NI S




Form W-500PP (page 2) Human Resources Administration
Rev. 11/5/10 Family Independence Administration

Instructions for Completing
the Work Number Contact Information Form

When the TALX liaison receives a request for access to TALX/The Work Number Service from a Job Center, Non Cash
Assistance (NCA) Food Stamp (FS) Center, or Program Area, he/she will:

e ensure the following information is recorded on The Work Number Contact Information Form (see page 1):

current date

name of the Job Center, NCA FS Center, or Program Area
contact person’s name and telephone number
JOS/Workers' names (last and first)

JOS/Workers’ e-mail address

User Name — must be at least 12 characters

e e-mail the completed form to Gloria Clyburn or Faye Grey, Office of Support Services

= Once approved, the Worker will receive an e-mail confirming his/her registration with TALX. The e-mail will
also include a temporary password so that he/she can access the website.

Note: Staff are now only required to enter their User Name and password to login to TALX/The Work Number Service
e inform the Office of Support Services a staffrme

= is no longer employed with the Age
m is new to the Job Center or NCA FS C I

Note: TALX liaisons no longer have to inform OSS when staff members transfer to a different Job Center or
NCA FS Center.



Form W-500Q0Q (face)
Rev. 4/12/11

TALX/The Work Number eXpress Services Data Sheet

Family Independence
Administration

y Human Resources
Administration
Department of
Social Services

Data Sheet Preperation Date:

Center/Office/Program:

JOS/Worker's Name: Case Name:

JOS/Worker’'s Telephone Number: Case Number: Case Type:

Case Status (check M one): Application (AP) [1  Active (AC) [1  Closed (CL) [J Household Size: CA Suffix: FS Suffix:

(Last name, First name, Middle initial)

(Only enter if initiating
a recoupment)

1 2 3 4 5 6 7 8
Name Social Security Relationship to TALX/The Work Number Inquiry RFI | FIA-| Recoupment Case Action Initiated
Number Casehead Results 3a Amount (Action = Reject [RJ], Closed [CL] or No Action [NA])

Hit (H) Medical Insurance Coverage - Amount of Last Amount of
Noog-lit - CA ES | Action (a;Srant CA Budget ES Benefit FS Budget
(NH) (Enter Provnder_ name or N/A Enrolled? Change enetl Change

[not available])

TN

NUFANARAREN
AN L)

YA

\

ZJ/BR\\IRV.

Comments:




Form W-500QQ (reverse) Human Resources Administration
Rev. 4/12/11 ) ] . Family Independence Administration
Instructions for Completing the TALX/The Work Number eXpress Services Data Sheet

To determine the cost-effectiveness of utilizing TALX/The Work Number Service, data pertaining to case actions (e.g., closing, budget reduction and recoupment) initiated as a result of current
income verifications obtained from The Work Number Service will be recorded. A data sheet should be completed for each case where TALX/The Work Number Service is used to obtain income
verification. (Note: Do not record the inquiry results for recertification cases on the Data Sheet. For those cases, use the spreadsheet received from the Office of Support Services.)

For each case enter the following information:

e Center/Office/Program: Enter the Center, NCA FS Center, or Program designation e Case Type: Indicate as FA (Family Assistance), SNCA (Safety Net Cash Assistance),
e JOS/Worker's Name/Telephone Number: Enter the name and telephone number of SNNC (Safety Net Non-Cash), SNFP (Safety Net Federally Participating), NCA FS (Non-
the Worker completing the Data Sheet Cash Assistance Food Stamps)
e Case Status: Check the appropriate status (e.g., application, active, or closed) e Household Size: Enter the number of applying household members for the CA and FS
e Data Sheet Preparation Date: Enter the current date suffixes
e (Case Name: Enter the name of the case (as it appears in WMS)
e (Case Number: Enter the complete case number
|
Section 1: Name — Enter the last name, first name and middle initial of éach app
individual 18 years of age and older. D1 dical Inst e Coverage — For each individual:
Section 2: Social Security Number — Enter the individual’s complete SoeiahS “nter Fr%ﬁer Name or N/A — Indicate the name of the medical insurance provider
Number. _ _ o 1\ br “N/AT (not available) if no medical insurance coverage data is available.
Section 3: Relationship to Casehead — Enter each individual’s relati e = Enrolled? —fimedical coverage displayed, enter “Y” (Yes) to indicate if the

casehead (e.g., self, mother, etc.).

_ _ _ individual is enrolled with the medical provider or “N” (No) if not enrolled.
Section 4: TALX/The Work Number Service Inquiry Results

Section 5: RFI — Enter “Y” (Yes) if data is available on the Resource File Integration

e Hit/No Hit — Enter “H” (Hit) to indicate whether a match was found or “NH” (No Hit) if a subsystem for the individual or “N” (No) if no RFI data is available.
match was not found: Section 6: FIA-3a — Enter “Y” (Yes) if an FIA-3a was completed for the individual or “N” (No)
= Hit if no FIA-3a was completed.
(a) Employer and income verification returned by TALX/The Work Number Service is Section 7: Recoupment Amount — Fill in the amount of the CA and/or FS recoupment only
not known to the Agency if the JOS/Worker is initiating a recoupment.
(b) Employer and income verification returned by TALX/The Work Number Service is Section 8: Case Action Initiated — Indicate the case action to be taken by the JOS/Worker.

known to the agency, but the income currently on the budget is incorrect. e Action — Enter “RJ" if the case will be rejected, “CL” if closed or “NA” if no action taken.

" NoHit ) ] ) ) e Last CA Grant/FS Benefit — Enter the amount of the semi-monthly CA grant and
(@) TA|;>;/The Work Number Service was unable to find a Social Security Number monthly FS benefit at the time of the rejection or closing in the appropriate columns.
matc

e Amount of CA/FS Budget Change — Enter the amount of the CA grant and/or FS

(b) Income verification returned by TALX/The Work Number Service was prior to benefit reductions in the appropriate columns.

case opening

(c) Employer and income verification returned by TALX/The Work Number Service is

Comments — Record additional details relevant to the employment and/or income
known to the Agency and currently on the budget.

verification for the application case.
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	 indicate the results of the TALX Inquiry in the TALX Information window in the Paperless Office System (POS). If there is no hit, the Worker must click No for “TALX Match Found”. The standard methods of verifying employment must be applied (e.g., Resource File Integration [RFI], and/or a Letter to the Employer if employment is already known). 
	Paperless Office System (POS) Implications
	Food Stamp Implications 
	Medicaid Implications 
	Avoidance/ 
	Resolution at Job Centers
	Evidence Packets


	Attachment A-.pdf
	 When the Social Service Verification screen is displayed (see page 6), click Print This Verification on the top-right corner of the window.  
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