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Step by Step Guide  
Manually Changing a Welfare Transition Case Status to Mandatory  

 
I.  Background  
 
The One-Stop Service Tracking (OSST) system is the data entry system for Welfare 
Transition (WT) and Food Stamp Employment and Training (FSET) programs.  Program 
engagement information is recorded and retained in the OSST system. OSST notifies the 
Regional Workforce Boards (RWBs) that a cash assistance applicant or recipient is receiving 
cash assistance and must be engaged in the WT program.  An alert, or a “To-Do”, is 
generated in the OSST system to notify regional staff to begin working with a particular 
person.   
 
An engagement To-Do is generated by the OSST system automatically when the WT case is 
made “mandatory” via the OSST to Florida On-line Recipient Integrated Data Access 
(FLORIDA) system.  Sometimes, a case’s status does not change to “mandatory” 
automatically because the FLORIDA to OSST interface is not working properly.  Other 
times, RWB staff change the OSST case status from mandatory to another status (applicant 
or transitional) by mistake.  As a result, the case status needs to be changed to “mandatory” 
manually so that the RWB can enter hours of participation and other information related to 
WT program engagement.  
 

Frequently Asked Question:  Can a FSET case’s status be changed to 
“mandatory” manually?  No.  The FSET program is currently a 
volunteer program, so there is no need to change a FSET case to 
“mandatory.” 

 
Currently, if the OSST case status needs to be changed to “mandatory” because of a data 
entry error or an interface error, the RWB must send a request to the Agency for Workforce 
Innovation (AWI).  Staff at AWI researches the case to validate that the OSST case status 
should be changed to mandatory.  If the WT case meets the requirements associated with 
making a WT case mandatory, the AWI changes the OSST case status manually.   
 
The RWBs have requested to have this capability at the regional level.  To meet the needs of 
the RWBs, OSST will be updated to allow Regional Security Officers (RSO) to change a WT 
case status to “mandatory”.  The change will be implemented on June 24, 2010.  The change 
will be visible in the OSST production site on June 25, 2010. 
 

Frequently Asked Question:  What is a RSO?  Each RWB designates certain 
staff members to have a security officer profile in the data entry systems, 
including OSST.  Individuals with a security officer profile through OSST’s 
Security Maintenance screen will be able to change the WT case status to 
“mandatory” if the case meets all the requirements. Program staff who do not 
have a security officer profile will have to submit the request to change a WT 
case status to “mandatory” according to the region’s local operating 
procedures. 



2 

This document outlines  
 

• The requirements for changing the status of a WT case to “mandatory” and 
• The process of changing the status of a WT case to “mandatory.”  
 

II. Requirements for changing the status of a WT case to “mandatory” in the OSST 
system 

 
Step 1:  Verify that OSST case has received a benefit record from FLORIDA.  A case status 
cannot be changed to “mandatory” manually unless the case has a PIN number assigned by 
the Department of Children and Families (DCF).  The PIN number is received from 
FLORIDA via the FLORIDA to OSST interface.  The PIN is not displayed on any of the 
OSST screens; however, there are other ways to determine if the OSST case has a benefit 
record.  
 

• The system displays the FLORIDA case number or Request for Assistance (RFA) 
number. If the OSST case has the FLORIDA case number posted on the manila tab, 
the OSST system has received information about a public assistance benefit through 
the OSST to FLORIDA interface. The RSO can determine that a case has a benefit 
record associated with it by reviewing the OSST screens. 

 
o If the case has a FLORIDA case number posted on the manila tab of the 

Case at a Glance screen, the OSST system has received a public assistance 
benefit record. See below. 

 
 

 
 

• The existence of a FLORIDA case number does not mean that record included 
information about a cash benefit from DCF.   The RSO should go to the Benefit 
Information screen to verify if the OSST system received a cash benefit record.  
 

1. The Benefit Information screen contains the latest cash and food stamp 
information posted for OSST users to review. If the OSST case has 
information associated with cash benefits on the Benefit Information screen, 
the OSST system has received a cash assistance benefit record from the 
FLORIDA system. 
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a. An example of a Benefit Information screen with a cash assistance 

record received via the FLORIDA to OSST interface is provided 
below.  As seen below, the customer’s case has information related to 
Temporary Cash Assistance (TCA) receipt. This information is under 
the section titled “Temporary Cash Information.”  

 

 
 

Families receive TCA for a block of time.  For example, the family will be 
approved to get cash for six months. At the end of the six-month period of 
time, the parent(s) must check in with the DCF, provide any updated 
information and sometimes resubmit information through the on-line 
application.  In the example below, the family was recently approved to 
receive benefits in November of 2009.   
 
The family may have also received TCA during the past several months, 
which can be determined using the feature “Access FLA cash benefits”, which 
is shown on the screen shot on the previous page.  The OSST user can enter a 
date range in the text boxes and click “Submit.”  The system will then display 
the most recent 12 months of cash assistance. An example is seen below.  
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b. In the example below, this case has an old cash benefit record. The 
OSST case is currently in “applicant” status. If the RSO needed to, 
(s)he could change the status to “mandatory” manually.   

 

 
 
 
 
Frequently Asked Questions: Can you provide an example of a manila 
tab that shows the OSST system only received a FSET benefit record? Yes, 
as you can see in the example below, the “cash” status is “unknown” 
instead of “open” or “closed”. This means that the system has never 
received information indicating the individual has received cash 
assistance.  The WT case status cannot be changed to “mandatory” 
because the OSST case does not have a cash benefit record associated 
with the case. 
 

 
 
If the case was created in OSST by a WT staff member through the work 
registration process and a cash benefit record was never received from 
the FLORIDA system, can the case status be changed to “mandatory” 
manually?  No, the case does not have a cash benefit record.  The manila 
tab of an applicant case created by a workforce staff member shows that 
the FL Stat is completely blank. See below.    
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2. Validate that the customer is both receiving cash assistance and referred to the 

WT program. The RSO will have to log into the FLORIDA system to verify 
this information.  If the RSO or designated staff does not have access to 
FLORIDA, (s)he should contact the district’s DCF contact and ask how to 
secure access to the FLORIDA system.  The RSO or designated staff will 
have to complete a form, complete security training via the Internet and secure 
a user identification and password. 

 
 

Frequently Asked Question:  Can the RSO change a case status to 
“mandatory” without accessing the FLORIDA system? No, the RSO must 
verify the individual is getting both cash assistance and referred to the WT 
program.  Additionally, information secured from the FLORIDA system 
must be entered in OSST during the status change process.  

 
a. To navigate to a screen in FLORIDA, the user must type in the screen 

acronym in the “NEXT TRAN” (Next Transaction) field and the case 
number (the case that he/she wants to look up) in the “PARMS” 
(Parameters) field.  This is FLORIDA’s basic navigation process.  

 
b. In the example below, we typed AWAA in the NEXT TRAN field.  

AWAA is the benefit authorization screen.  We typed the case number 
of the case we wanted to review in the PARMS field.  
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After entering the required information, we pressed the “Enter” key and the system 
displayed the benefit authorization screen associated with the case.   
 

 
 
The AWAA screen includes several key indicators.  In the above example, the most 
recent benefit approved by the DCF was labeled as “ADCR” with a sequence number 
“01”.  The family was approved to receive $303.  We know the family was eligible for 
benefits because the word “PASS” is displayed under the ELIG STAT column 
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(eligibility status), and the letters “OP” or open in the AG STAT column.  The AWAA 
screen must be printed and included in the WT case file if the OSST case status is 
changed to mandatory manually by the RSO. 

 
c. Program staff must verify the customer is included in the “family”.   

Why? The family may be getting cash assistance but if the customer 
being engaged by the WT program is not actually listed by DCF as a 
part of the family, the customer is not included in the assistance group 
(AG). Therefore, the customer is not actually getting benefits.  It 
would not be appropriate then for the WT staff member to change the 
OSST case status to “mandatory” for on-going engagement and 
support services.  

 
In the example below, we entered “AIID” in the NEXT TRAN field 
and the case number in the PARMS field.  The customer being 
engaged as an applicant is “Latoya.” For the security of the individual, 
all other information has been removed.  The screen below 
demonstrates that Latoya is included in the case as a household 
member. 
 

 
 

The AIID screen contains information about each individual included in 
the household.  The first and last names are displayed along with the social 
security numbers (SSN), and date of births (DOB).   

 
Next, the RSO will review the AGPI screen. DCF uses the AGPI screen to 
refer appropriate individuals to either the WT or FSET programs.   
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d. Once program staff has confirmed the workforce customer is in the 
AG, (s)he must confirm the family is getting cash assistance during the 
month in question.  Program staff must ensure the customer is referred 
to the WT program as well.  

 
The IQCH screen shows if the customer is getting cash during the 
month in question.  The IQCH lists the cash history for the case and its 
applicable AG.  The cash designation and sequence are needed to 
access the IQCH screen. This information was displayed on the 
AWAA screen.  For this family, the cash designation is “ADCR” and 
the sequence number is “01”. To access the cash history, we entered 
“IQCH” in the NEXT TRAN field.  Then we entered the case number, 
cash designation and sequence in the PARMS field.  See the example 
below. 
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Remember, “ADCR” is the cash designation and “01” is the benefit sequence.  
The cash designation and benefit sequence can be found on the AWAA screen.  
The family’s benefit history will display.  Each month the family received TCA 
under the cash designation of ADCR, the sequence 01 will be listed. In the 
example provided below, the family received cash assistance for the month in 
question, September of 2009.  An amount of $303.00 was received by the family 
on September 2, 2009 (DATE column) for the September period (PERIOD 
column).   

   

 
 

The IQCH screen must be printed and included in the WT case file if the 
OSST case status is changed to mandatory manually by the RSO. 

 
1. Once the RSO has verified that the individual is included in the 

family’s grant and that the family received cash assistance during the 
month in question, (s)he must verify that the customer is referred to 
the WT program. To do so, the RSO will enter “AGPI” in the NEXT 
TRAN field and the case number in the PARMS field.  

 
The AGPI screen lists each family member included in the AG.  After 
you have entered the correct parameters to display the AGPI screen, 
press the “Enter” key.  The current AGPI or referral screen will 
display the AGPI screen.  In the example below, the customer “Latoy” 
was referred to the WT program.  This is indicated by the “WT” in the 
REF TO column.  The individual was referred to the WT program on 
April 23, 2009 as indicated in the REF DATE.  The screen also 
verifies that the individual is receiving assistance under category 
(CAT) ADCR and sequence (SEQ) 01.   

 
The AGPI screen must be printed and included in the WT case file if the 
OSST case status is changed to mandatory manually by the RSO. 
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III. Steps to change a WT case status to “mandatory” 
 
The RSO can change the WT case status to “mandatory” once (s)he uses the FLORIDA 
system to verify that the customer is 

• Included in the family (or AG) via the AIID screen; 
• Receiving TCA for the month in question via the IQCH screen; and 
• Referred to the WT program during the month in question via the AGPI screen. 
 

The steps to change a WT case status to “mandatory” is provided below. 
 
1. The RSO must log into the OSST system. The Desktop will display if the RSO 

successfully logs into OSST.  From the Desktop, the RSO will navigate to the 
customer’s case.  There are several features staff may use to navigate to a customer’s 
OSST case.  Two are highlighted below:  the Jump to Cases feature and the Jump 
icon on the top right of the screen.  
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2. By clicking on the Jump feature located on the upper right hand side of the OSST 

Desktop, the user will get a pop-up box to enter either the SSN or the FLORIDA 
case number.   

 

  
 
3. In the following example, we entered the FLORIDA case number in the Florida 

Case Number field to navigate to the customer’s OSST case.  Next, we clicked the 
“Search” button to initiate the search for the customer’s OSST case. 
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4. After selecting the “Search” button, the system will display the customer’s case.  

The case must be open in the OSST system and in the appropriate region, which is 
displayed on the manila tab.  In the following example, the OSST system shows that 
the case is open and in “applicant” status.  This information is displayed after the 
terms “OSST status” on the manila tab associated with the case. 

 

 
 
 

• If the case is open but in another region, the RSO cannot change the status to 
mandatory.  The case is associated with another region. Users who have a security 
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profile allowing changes to cases associated with that region can make a change 
to the case.  

 
• If the case is closed in a different region, the RSO must verify that the customer 

has notified DCF of an address change. The OSST case should be moved to the 
receiving region if the customer has moved or chooses to be served by the 
receiving region.  The case can be moved to the receiving region through the 
work registration feature.  If the OSST user work registers the case via the work 
registration feature on the Desktop, the case will be moved to the OSST user’s 
caseload.  The OSST user will then have to open the case prior to changing the 
OSST case status to “mandatory.”  

 
 
5. The RSO should review the FLORIDA Exception Report posted on the “View FLA 

Exception” button under the Primary Contact Information section of the Case at a 
Glance screen.  

 

 
 

The report will show reasons why the OSST system may have received a record in 
the FLORIDA to OSST interface but did not update the case.  In the example below, 
OSST has not received an update since 2008.   
 

 
 
Sometimes, the report shows that the record came over with a different SSN.  The 
OSST system could not update the case with the new SSN because the SSN was 
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already in OSST associated with another case.  The RSO must research the issue to 
resolve the conflict. 
 

i. For example, the program staff searched for the SSN when the cash 
assistance applicant came in to complete work registration. They could not 
find the SSN, so the staff created an applicant case.  The customer, 
however, was already in the OSST system under a different SSN.  So, 
when the record comes over to OSST via the interface to update and 
change the status to “mandatory,” the OSST system gets confused. OSST 
finds the first, last name, case number and PIN under a different SSN.  It 
finds the SSN on another case with the same name.   

 
ii. Making the case mandatory manually will not solve the issue.  If the SSN 

conflict is resolved, future records received in the interface will update the 
case in OSST.  The RSO must resolve the SSN conflict before changing 
the case status to “mandatory.”  

 
6. When the OSST status must be changed from “applicant” or “transitional” to 

“mandatory” manually, the RSO must select the “Edit” button under the Edit 
Demographic Information section of the Case at a Glance screen.  

 

 
 
7. The Edit Demographic Information screen will display. The “current” OSST case 

status will display in the Change OSST Registration Status.     
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The RSO will see “Mandatory” as an option under the Change OSST Registration 
Status drop down feature. If the OSST user does not have a security officer profile, 
the user will not see “Mandatory” as an option in the drop down.   The RSO will 
select the “Mandatory” option.  When the RSO selects “Mandatory” in the drop 
down, the following screen will display. 

 
 

8. In the pop-up above, the user is being notified that (s)he will have to go to DCF’s 
FLORIDA system to look up critical information.  The information must be entered 
in the OSST system for the process to be completed.  The RSO should print the 
OSST’s system AIID screen, AGPI screen, IQAA screen and IQCH screen to show 
the program participant is 
• Included in the family; 
• Receiving cash assistance; and 
• Referred to the WT program by DCF. 

 
9. By clicking “OK” in the pop-up above, the user will be taken to the screen where 

data associated with cash assistance receipt is in OSST.   
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a. The information required to complete this data entry portion of the process is 
found on the AGPI screen in the FLORIDA system.   

 
• The RSO ensured that the individual being referred to the WT program via 

the FLORIDA system is included in the family.  This is demonstrated 
below by the name:  the name in OSST matches the name in the NAME 
column below.   

• The FLORIDA screen shows that this person is referred to the WT 
program as indicated by the “WT” in the REF TO program.   

• The PART STAT is 03.  This is a referral code.  The code “03” means the 
individual is mandatory and is the head-of-household.   

 

 
 
b. The participant’s referral code is entered in the AGPI Part Stat box below. 
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c. The category of benefits is entered in the “AG Cat/Seq #” boxes.  This is found on 

the AGPI screen under the CAT and SEQ columns. The information is entered in 
the OSST system below. 

 

 
 
d. “AGPI Referral to” identifies the program to which that individual has been 

referred.  For example, the cash assistance recipient below has been referred to 
the WT program by DCF.  
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e. The RSO must enter the date the participant was required to start cooperating with 

the WT program.  This is when the participant was both referred to the program 
and getting cash assistance.  Usually, it is the same date as the AGPI referral date, 
found in the column titled REF Date.  The RSO, however, must verify the 
individual received cash during the same month the individual was referred to the 
program. As demonstrated below, the individual started receiving cash during 
November 2009.   

 

 
 
The month the family started receiving cash is not the same month of referral as 
indicated on the AGPI screen.   
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Why is the referral a month earlier?  The participant was referred to the WT program 
as an applicant in October 2009.  Most program participants are referred to the 
program to complete the WT work registration process. Sometimes the date on the 
APGI screen is updated. In this case, it was not.  What is the appropriate date to place 
on the OSST screen as the AGPI Referral Date?  November 3, 2009 is the date the 
cash posted to the participant’s case; therefore, this is the date that should be placed 
on the screen.  
 

 
 
10. The RSO will then click the “Continue” button.  OSST will return to the screen 

below.  To ensure the OSST status is changed to mandatory, the RSO must click the 
“Save” button on the bottom of the screen.  
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11. The OSST case will update.   
 

i. The updated status will display on the top of the manila tab and on the 
Case at a Glance screen under the Demographic Information section of 
the screen. 

 

 
 

 
 
 

ii. The Case History on the Case at a Glance screen documents that the user 
changed the OSST status to “mandatory” using the status change feature.  

 

 
 

iii. The case notes will be updated with the information entered on the system.  
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Frequently Asked Question:  What if program staff accidentally changes the OSST 
case status to “transitional” or “applicant” after the FLORIDA to OSST interface 
has sent the case over as “mandatory?” 

 
The RSO will follow the steps to research and review the case in FLORIDA to ensure 
that the individual meets the validations.  The RSO will then review the OSST case to see 
when the alert came and change the case status back to mandatory effective the date it 
was accidentally changed to transitional or applicant.  


