North Carolina Familles Accessing
Services through Technology

‘1’%‘5 {3 NC ST

Job Aid: Disaster Intake

Overview: Provides stepsto completea Disaster FNS Application and add a Disaster EBT Card to case.

Note:To preventduplicates and capture client SSN in NCFAST, a thorough search must be conducted
for each person priorto keyingthe application. Duplicatesin the system can cause duplicate cases,
duplicate benefits, delayin benefit processing, disruption of existing benefit coverage and the inability
to complete the application.

Step-by-Step Instructions

1. Fromthe NCFAST page, conducta Person Search foreach clientonthe application using
multiple criteria, for more information referto the Searching for Persons procedure.

2. Registerclient(s)if notalready registeredin NCFAST. For more information, refertothe
Registering Persons Job Aid.

3. ExpandShortcuts Panel thenselectthe Disaster Application folder. Click Start Intake.

Shortcuts
Outcome Plans
Cases
Contacts
Investigations
Registration
Searches
Trial Budget
Disaster Application

Start Intake...

4. The Search Member pop-up appears. Enterandselectapplicabledetails for the Head of
Household then click Search.

Search Member p /
First Mame Last Mame
Date Of Birth Gender v
SsN
-
Select Name SSN Date Of Birth  County Individual ID  SSI Brooam Status

Type
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5. The Search Results appear. Click the applicable Select hyperlink or click Next if no match found.

Select Name

Select
Selact
Select
Select
Select
Selact N

Date Of Birth

1/1/1965
3/4/2010
3/4/2010
3/29/1958
3/4/2010
3/4/2010

County Individual ID ~ SSI Brogram Status

Type

Next Cancel

6. Enter Application Details pop-up appears. Enterthe Application Date, select the applicable Type
with the correct Disaster Date radio button then click Next.

Note: The application date mustbe inthe range of the Application Start Date and Application
End Date. It cannot be future dated.

Enter Application Details

I Application Date

Type /
Hurricane
Flood
Tornade
Hurricane
Ice
Tornado
Ice

Earthquake

00000000

Num

L= R R R

Disaster Name
hurricane

Andy

Swirly

Davids Dlsaster
Transylvania
Onslow
Pasquotank

Shake It Up

Disaster Date
9/1/2013
7/21/2014
7/1/2014
8/15/2014
8/15/2014
8/26/2014
B/1/2014
11/1/2014

Application Start Date
9/1/2013

7/21/2014

7/1/2014

8/15/2014

8/20/2014

8/26/2014

8/1/2014

11/1/2014

Application End Date
9/20/2017

7/31/2014

7/1/2015

8/31/2014

9/20/2014

9/26/2014

9/20/2014

12/31/2016 v

7. The Additional Rules pop-up appears. Selectthe applicableinformation then click Next.

Enter Additional Rules

Disabled

e of Birth 1/1/1384

Cancel
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The Disaster Application displays. Follow the steps below to complete the application wizard.

8. The Household MemberSummary page displays. If applicable, click Add Membertoinclude
additional clients on the application.

Hic hold Memb y 2

Household Summary

Name SSN Individual ID Date of Birth Gender
Scotland Male 951026813R 1/1/1965 Male

-
Name SSN Individual ID Date of Birth Gender

a. TheSearch Memberpop-up appears. Enterand selectapplicable details then click Next.

| LastName

Gender v

Search Reset

.
Select Name SSN Date Of Birth ~ County Individual ID  SSI #v“;zm"‘ Status
e

b. Clickthe applicable Selecthyperlink.
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Search Member

Search Criteria - A
First Name [James Last Name [Connor
Date Of Birth | ‘ Gender
SSN [ |
Search Reset
Search Results -
Select Name SSN Date Of County Individual st o Status
Select = = - Mo
Select J— —— — — No
Select b ] T 1re Mo
Select T i, " i No
Select Imm = i (=Y | No
Select s man sl ' h m No
Select Jm = - - No
Select = -_— = = No v
dac — W = = B
" Cancl

c. TheHousehold MemberSummary displays showingthe newly added member. Afterall
household members are displayed in the summary, click Next.

Household Member Summary 7
Household Summary Authorized Representative Household Situation Disaster Income
Household Resources Household Expenses Step 1: Household Summary
Add Member
Head of Household -
Name SSN Individual ID Date of Birth Gender
Scotland Male 051026813R 1/1/1965 Male
Household Members -
Name 85N Individual ID Date of Birth Gender
= = T 7/4/1946 Male
- LR ._ - — 12/2/1919 Female
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9. The Enter Authorized Representative page displays. Enterand selectapplicable details then click

Next.

Enter Authorized Representative

Authorized Representative

Reason for Authorization b |

Proof of Identity &

Last Name

Suffix

co

10. The Enter Household Situation page displays. Enterand select applicable details then click Next.

Note: Under the Current Benefits section, if No is selected for the question Areyou a current
Food and Nutrition Services participant?, do not answerany other questions listed underthe
Current Benefits section; continueand complete the Household Situation Details section. If
other questions are answered in the Current Benefits section, the caseworker will have to

complete an entirely newapplication.

Enter Household Situation

Are you a current Food and Mutrition Services participant?
If so State —Please Select- ¥
If yes, was your food or your EBT card destroyed in the disaster?

If yes, AMOUNT of food loss

Was your household living in the disaster area at the time of the disaster?
If yes, please answer the following questions:
County of Residence
Did the disaster damage or destroy your home or self-employment?
Did the disaster delay, reduce or stop your household's income?

Does your household have any additional expenses as a result of the
disaster, including food loss?

Does your household have any cash or money in checking or savings
accounts which you cannot get to because the bank is closed due to the
disaster?

While the effects of the disaster are being deaned up, will your household
be buying food?

Household Situation

County

EBT Card Lost?

Mo

Mo

Mo

Job Aid— Disaster Intake 10 /26/2016

Page 5 of 15



NC FAST

North Carolina Familles Accessing
Services through Technology

11. The Enter DisasterIncome page displays.

a. Ifapplicable, enterandselectapplicable details. To enterdisaster monthly income, click

on the person’s name.

Enter Disaster Income

Household Summary Authorized Representative Household Situation

Household Resources Household Expenses Step 4: Disaster Income

Select the member name to add anticipated monthly income.

Head of Household

Name SSN Individual ID

» | Scotland Male 9543356240

Household Members

Name SSN Individual ID

Disaster Income

Date of Birth Gender
8/26§1970 Male
Date of Birth Gender

b. The New DisasterIncome Evidence pop-up appears. Enterthe applicable information

then click Save.

| New Disaster Income Evidence

Received Date * [rorzorzo16 |

Disaster Income Details

| Household Member *

Income Type ™

Ernploryer

Anticipated Manthly
Arnaunt

Comments

Thx

* required field |

Save 8 New

Cancel

Job Aid— Disaster Intake 10 /26/2016

Page 6 of 15



NC FAST

North Carolina Familles Accessing
Services through Technology

c. Ifincomeisnot applicable, click Next.

Enter Disaster Income

|
i Household Summary Authorized Representative Household Situation

Household Resources Household Expenses Step 4: Disaster Income

I Select the member name to add anticipated monthly income.

Head of Household

Name SSN Individual ID
|| v scotland Male 0543356240)
Household Members
Name SSN Individual ID

Disaster Income

Date of Birth
8/26/1970

Date of Birth

Gender

Male

Gender

Cancel

12. The Enter Household Resources page displays. Enterthe accessible cash resources aswhole

numbersthen click Next.

Example: Eighty dollars would be entered as 80.

i Enter Household Resources

Household Summary Authorized Representative Household Situation

Household Resources Household Expenses Step 5: Household Resources

Household Resource Details

Disaster Income

Accessible Cash on Hand ‘

Accessible Checking Accounts ‘

Accessible Saving Accounts ‘

Cancel

Job Aid— Disaster Intake 10 /26/2016

Page 7 of 15



; NC FAST

North Carolina Familles Accessing
Services through Technology

13. The Enter Household Expenses page displays. Complete fields by enteringawhole number.

Note:If a numberisenteredinthe Otherdisaster-related expenses field enterthe itemin
the Description field.

a. Click Finishto submitapplication.

Note: Applicationsfiled in error should be withdrawn.

Enter Household Expenses 7

Household Expenses

Cost to protect property during disaster

Cost to repair or replace tems far home or self-employment property
Dependent care due to disaster

Food destroyed in disaster

Funeral/meadical expenses dus to disaster

Maving and storage due to disaster

QOther disaster-related expensas

Temporary shelter expenses Description

Finish Cancel

14. The Disaster FNS Application page displays. Underthe Disaster Home tab click the Print Preview

hyperlink.
Disaster FNS Application | ey ) ACTIONS
111141662 Submitted
Application Date 10/13/2016 haETaEEs
Preferred Contact Not Requested 3 Tterms to Verify (0)
Interpreter Language Mot Requested TS DUETTTE,
&) Issues (0)
Programs Requested
Disaster FNS.
.
Primary & NCFAST USER09048
46 years

Disaster Home Clients Programs Evidence Related Cases Eligibility Checks Contact Administration

Summary H 2

Nama larmy L nwa

15. The Application Summary page displays. Click the printericonto print the application forthe
applicant’s signature.

Note: Click Cancel on the first print menu pop-up to getto the second pop-up forthe
application.
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Disaster Home Clients Programs Evidence Related Cases Eligibility Checks Contact Administration

Summary Back |1y D ?

- -~
Name |
Date of Birth 1/1/1970 Gender Male
SSN Language Preference English
Ethnicity Not Hispanic or Latino Race Black / African American
-
Name Barbara Knowles
Reason for Authorization Applying For Proof of ID Driving License
v

16. Click the Eligibility Checks tab.

| Home | Clients and Outcomes

» Case Search Lala Dada Disaster FNS Application (111137040)
Disaster FNS Application (111137040)

A
Application Date 10/5/2016
Preferred Contact Mot Reguested
Interpreter Language Not Reguested
4
Programs Requested

Disaster FNS.
A

Primary
36 years
Disaster Home Clients Programs Evidence Related Cases Eligibility Checks Administration

Notes

17. The Eligibility Checks page displays. Click the Check Eligibility hyperlink.

NC FAST Higibility Worker

Welcome NCFAST USER09048  Pre

i s a0 DU e I Wl W
(Case Search Lzla Dada Disaster FINS Application (111137040)
Disaster FNS Application (111137040) i ACTIONS
Lala A 111
Dada Application Date 10/5/2016 11113704 submitted
Preferred Contact Not Requested - -~
Interpreter Language Not Requested L Ttems to Verify (0)
4 v o
Programs Requested L) s
Disaster FNS.
A
Primary 0
36 years & NCFAST USERDS048
Disaster Home Clients Programs Evidence Related Cases Contact Administration

Job Aid - Disaster Intake 10 /26/2016 Page 9 of 15



NC FAST

North Carolina Familles Accessing
Services through Technology

18. The Check Eligibility pop-up appears. Select the Disaster FNS checkbox then click Yes.

| Check Eligibility ?
\

‘ Use active evidence only O

| | Program Eligibility Date Requested
g Cash Assistance 10/5/2016 No
O Cash Forced Eligibility 10/5/2016 No
E Disaster FNS 10/5/2016 Yes
O Emergency Assistance 10/5/2016 No
| O Food and Nutrition Services 10/5/2016 No
o Medical Assistance 10/1/2016 No
(] Medical Forced Eligibilicy 10/5/2016 No
| Medical Transportation 10/5/2016 No
[l Presumptive Medical 10/5/2016 No
‘ O Refugee Cash Assistance 10/5/2016 No
O Retroactive Medical Assistance F[1/2016 No
O Simplified Mutritional Assistance Program {SNAR) 10/5/2016 No
[} Special Assistance 10/5/2016 No
] Work First Services 10/5/2016 No

=]

19. Ifthe eligibility check displays the correct result, click the Tab Actions Menu then select Ready
for Determination. Otherwise, editthe evidence as necessary, applychanges then check
eligibility again.

NC FAST Hligibility Worker ‘Welcome NCFAST USER09048  Preferences Log out FAST Help

Clients and Outcomes

(Case Search Lala Dada Disaster FNS Application (111137040)
Disaster FNS Application (111137040) ) ACTIONS ,
S " T Edit Dela\\:f. >
Dada Application Date 10/5/2016 hesdlT Chack Eligibility....

Preferred Contact MNat Reguested

Interpreter Language Not Requested v For mination._
Programs Requested Add Client...
d Disaster FNS. Add Program
Primary New Interview..
36 years Change Owner To Me._
Disaster Home Clients Programs Evidence Related Cases Eligibility Checks Contact Administration
Eligibility Checks Check Eligibility. z ?

Ongoing Retroactive

Date Checked By Programs Checked Eligible
P 10/5/2016 11:27 NCFAST USER09048 Disaster FNS Disaster FNS

20. The Ready for Determination pop-up appears. Click Yes.

Ready For Determination 7
| |
Are you sure you want to set the application status to ready for determination?

=]
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21. Clickthe Tab Actions Menu then select Review Eligibility Results.

NC FAST Hiigibility Worker Welcome NCFAST USER09048  Praferences Log out FAST Help

Clients and Outcomes

Case Search Lala Dada Disaster FNS Application (111137040)
Disaster FNS Application (111137040) § ACTIONS ,
Lala . PR Edit Deta\\VS .
Dada Application Date 10/5/2016 LA La s Check Eligibility....
d Contact Not Requested Review Eligibility
anguage Mot Requested Ready For Detsrmination
R sterminati

Programs Requested
Disaster FNS.
L
Primary
36 years Change Owner To Me...

22. The Review Eligibility Results pop-up appears. Click the List Actions Menu then select Authorize
or Deny.

Note: Prior toauthorizingthe application, make sure verification of identity has been received.

Eligibility Period Cumulative  Status Eligibidity Date
10/12/2016 to 10 0 £0.00 | Action Pending il |” 1M 2016 Pending L
Autherize Doary
OR
23. The Authorize or Deny pop-up appears. Click Yes.
Authorize 7

Are you sure you want to authorize this assistance unit?

Ve ] [

24. Click Close.

Note: For a denied application, thisis the last step.

Review Eligibility Results 7%
|
Coverage Type Assistance Unit Eligibility Period Cumulative  Status
¥ Disaster FNS Lala Dada (hoh)(m) 10/5/2016 to 11/4/2016 $0.00  Authorized

Based on the programs checked and applied for, no program was determined ineligible.
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25. Click the Evidence tab to display the Evidence Dashboard.

NC FAST Higibility Worker Welcome NCFAST USE]
| Home ™ RECE Sl [nbox [ Calendar | Repors [N
Case Search Person Search JAMES H SMITH Disaster ANS Application (111136788)

Disaster FNS Application (111136788)

Application Date 10/4/2016
Preferred Contact Mail/Post
Interpreter Language Not Reguested

4
Programs Requested
‘ Disaster FNS.
4
Primary
60 years

Administration

Disaster Home Clients Programs Related Cases Eligibility Checks

26. The Dashboard displays. Click Head of Household hyperlink.

Disaster Home Clients Programs. Es Related Cases Eligibility Checks: Contact Administration

Dashboard % [ ?
il @ ssue 4 TtemstoVerify [ Evidence In Edit A
EvidenceFlow
i Household All Recorded
In Edit Disaster Additional Rule Disaster Household Situation 4
Verifications Disaster Household Question Disaster Member Disaster Authorized Representative
Issues
Incoming Evidence Income Al Recorded

Disaster Income

Expense All Recorded

27. The Head of Household Evidence page displays. Click the Verifications folderand add the
required verification.

Head of Household - Income Support - Disaste...

Evidence Issles Verifications

Evidence

28. The Verifications page displays. Click the List Actions Menu then select Add Proof.

Head of Household - Income Support - Disaste... 4 ACTION!

Evidence | Issues | Verifications

Verifications @ ?
Item for Verification Participant Due Date Status
»  Head of Household (Identity) Lala Dada Not Verified i,
Add Proof...
View Evidence
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29. The Add Proof pop-up appears. Enterand select the applicable information then click Save.

| add proot ?
‘ Jiem
| Date Received
-
‘ If the provider of the item is a case participant, please select from below.
Case Paridpan
If the provider of the item is registered on the system, please select from below.
Participant
If the provider of the item is not registered on the system please enter their name in the field below.
-

Please specify a file to attach or enter a file location and/or reference.

File [ _Boms

File Location File Reference l:l
Desciton [ ] ooamentTyee

|

one

30. Clickthe Disaster FNS Application tab.

NC FAST Hligibility Worker Welcome NCFAST USERD9048  Preferences Log out FAST Help

el
> Person Search Lala Dada

Head of Household - Income Support - Disaster...

Head of Household - Income Suppol 1 ACTIONS
Evidence | Issues | Verifications
Verifications ] ?
Ttem for Verification Participant Due Date Status
b Head of Household (Identity) Lala Dada Verified 9

31. Click Head of Household’s name hyperlinkin the context panel to navigate to the Person page.

NC FAST Higibility Worker Welcome NCFAST USER09048  Preferences Log out FAST Help
O | S RN
Person Search Lala Dada Head of Household - Income Support - Disaster
Disaster FNS Application (111137040) 4 ACTIONS, ¥
]
Application Date 10/5/2016 Disposed
Preferred Contact Mot Reguested o
Interpreter Language Not Requested {7 Ttems to Verify (0)
v = (0
Programs Requested Q) Issues (0)
Disaster FNS.
P
Primary _
36 years *& NCFAST USER0S048

Disaster Home || Clients || Proarams || Evidence | Related Cases || Eligibility Checks || Confact | Administration
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32. Clickthe Care and Protection tab.

I O Ot Y s i |
Person Search Lala Dada Disaster FNS Application (111137040) Head of Household - Income Support - Disaster..
=
]
1 - - L®
v -
& E amd
T -

Home Evidence Issuss and Proceedings Financial Transactions Referrals Client Contact Administration Compliance Tin

Home

33. The Cases page displays. Select the Disaster FNS PDC reference number hyperlink.

Home || Evidence

Issues and Proceedings Financial Transactions Referrals Client Contact Administration Applications Compliance Time Limits Employment Disabilil

Cases @

Cases

Reference Name Role Owner Start Date Status
Screenings

351166503 Income Support - Disaster FNS Primary Client NCFAST USER09048 10/3/2016 Open
Assessments

351166507 Disaster FNS NCFAST USER09048 10/3/2016 Approved
Service Plans

351112242 Income Suppart Primary Client NCFAST USER08098 7/26/2016 Open
Wait Lists.

351112280 Medical Assistance NCFAST USER08098 7/1/2016 Active

34. The Disaster Food and Nutrition Services page displays. Click the Tab Actions Menu then select
Activate Online.

Welcome NCFAS
- tome BESLUELECCL BN Inbox | Calendar | Repors
Person Search Lala Dada Disaster FNS Application (111137040} Head of Houszhold - Income Support - Disaster. Disaster FNS - 351166507
Disaster Foed and Nutrition Services - 351166... L ACTIONS , |+
a  Income Support 351166503 Add Disaster EBT Card...
Add as Ttem of Interest. 9
Disaster Type Hurricane Disaster Number 14 Reassess
y Disaster Name  Wake County ~ Disaster Date 10/3/2016 Edt...
New Note
‘. Start Date 10/4/2016 End Date 11/4/2016
Primary \
.
Home || Determinations || Certifications || Groups || Financials | Appeals || CaseDetails | Administration Close Case...
Activate Onling.
Home
35. The Activate Case pop-up appears. Click Yes.
Activate Case T
g 2 |
Are you sure you want to activate this case? |
No
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36. Clickthe Tab Actions Menu then select Add Disaster EBT Card.

NC FAST Eligibility Worker

Welcome NCFAST USER09048  Preferences Log out FAST Help

Clients and Outcomes

Person Search Lala Dada Disaster FNS Application (111137040} Head of Household - Income Support - Disaster. Disaster FNS - 351166507
Disaster Food and Nutrition Services - 351166... L ACTIONS , Iv
a  Income Support 351166503 Add Disaster EBT Card...
Add as Itsm of Interest... i
Disaster Type  Hurricane Disaster Number 14 Edt..
Disaster Name ~ Wake County  Disaster Date 10/3/2016 Now| Nol =
L Start Date 10/4/2016 End Date 11/4/2016
v

Primary
LS

37. The Add Disaster EBT Card pop-up appears. Enter PAN and SUI numbers and verify that numbers
are associated with correct case and client. Re-verify PAN and SUl numbers then click Save.

Note: PAN and SUI numbers cannot be edited once saved and benefits willnot be issued tothe
clientifincorrect numbers are entered. If the SUI/PAN numbers are entered incorrectly, itis the
county’s responsibility to facilitate afix.

Note: A designated Authorized Representative foracase will notreceive aseparate EBT Card.

Add Disaster EBT Card 2
- |
Case Reference 351166507 Disaster Type Hurricane
Client Name Disaster Number 14
-
Last 4 digits of PAN 0 Last 7 digits of SUI 0
cance

38. The Disaster Food and Nutrition Services home page displays showing the EBT Card Issued under

Recent Changes.

Home Determinations Certifications

Groups Financials Appeals

Case Details | Administration

Home
Event Type Description Date Time Created By
b  EBT Card Issued EBT card assigned for SUT - 8000367744, PAN - 5081610068090345. 10/20/2016 14:40  NCFAST USER00048
b Product Delivery Activated Disaster FNS - 351182928 case for Zoe Rich activated 10/20/2016 14:3¢  NCFAST USER09048
b Product Delivery Approved Disaster FMS - 351182928 case approved for Zoe Rich 10/20/2016 14:34  SYSTEM
b User Role Added NCFAST USER09048 added as a Case Reviewer to Disaster FNS - 351182028 10/20/2016 14:34  SYSTEM
b Product Delivery Submitted Disaster FNS - 351182928 case submitted for approval for Zoe Rich 10/20/2016 14:33  NCFAST USER0G048
b Ceriification Added Certification added from 10/8/2016 to 11/30/2016 10/20/2016 14:33 NCFAST USERQ9048

4 Case Created

Disaster FNS - 351182928 created for Zos Rich

10/20/2016 14:33

NCFAST USER03048
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