
Zip Code Mapping 
Step-by-Step Guide 

 
Background 
 
Individuals apply for benefits by submitting an application on the Internet.  The Department of 
Children and Families (DCF) determines if an individual or family is eligible for benefits, such as 
Temporary Cash Assistance (TCA), food stamps and Medicaid.  The DCF also determines if 
individuals are required to participate in employment and training programs associated with 
public assistance benefits.  
 
When a food stamp recipient is determined to meet the Able-Bodied Adult Without Dependents 
(ABAWD) criteria, the recipient’s information is updated in DCF’s data entry system, the Florida 
On-Line Recipient Integrated Data Access (FLORIDA) system.   The information is received 
through an interface with the FLORIDA system.  The One-Stop Service Tracking (OSST) 
system reviews the information and creates a new case or updates an existent case. 
 
If the case is “activated,” the system has to put the case in a unit. A unit is a group of cases in 
OSST associated with a Regional Workforce Board (RWB).  Units are established at the 
direction of the RWB.    
 
How does the system know what unit to place the case in?  
 
The mapping is based on the participant’s address.  For example:  this individual began 
receiving food stamp benefits. The case record associated with the individual was sent to AWI 
through the FLORIDA to OSST interface.  The OSST system interpreted the record.  The OSST 
system reopened the case.  Below is the Case at a Glance screen showing the individual’s zip 
code. The address was received from the FLORIDA system.   
 

     
 
The Regional Workforce Board (RWB) in the area associated with the zip code is region 15.  
The regional contact advised the AWI to map cases referred to the Food Stamp Employment 
and Training (FSET) program with this zip code to region number 15, Hillsborough County and 
unit 508.  
 

              
 
The staff members in region 15 who are given access to update cases in Hillsborough County, 
unit 508, will be able to enter information on this case.   
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How will the zip code mapping process for Automation Phase III implementation 
completed? 
 
Each RWB was sent a Microsoft Excel spreadsheet that included the region’s “zip code 
mapping.”  The data is compiled and maintained for review in a Microsoft Excel spreadsheet.  
Below is a screen shot from a spreadsheet provided to a region.   
 

 
 
Each zip code must have a unit designated to “house” food stamp and TCA cases associated 
with the respective employment and training programs.  For example, FSET cases that have a 
zip code of 33825, 33862, 33870, 33826, and 33852 will be created in or moved to unit 507 in 
region 19, county 28.  Below is an explanation of  
 

• The Microsoft Excel spreadsheet details; 
• The process for updating the spreadsheet with the correct information based on the 

strategy the RWB will use to engage program participants; and 
• The steps required to ensure the OSST units are ready to receive case records. 

 
Step 1:  Each RWB needs to outline the strategy for serving FSET program participants.  The 
number of units associated with each region and county will be dependent on the strategy to be 
implemented.   
 

• Example strategies are below: 
 

 Region Z will be using the client screens.  Critical information to determine 
the units needed: 

1. The Primary Instructions on the Security Maintenance screen will be 
left empty so the default language will be populated.  However, the 
letter will include supplemental instructions.   

2. Participants will be advised that they can come to the service center 
at different times to use computers in a lab to complete the process. 
There will also be sessions with instructors if the individual needs 
additional assistance.   

3. If every person is advised to come to the service center at the same 
time, the lab will be flooded.  So, individuals will receive unique 
instructions based on the zip code associated with the case.   
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4. In region Z, there are 15 zip codes.  Individuals who live in each zip 
code will receive on the Notice of Mandatory Participation a different 
set of instructions.   

5. Therefore, the RWB will need 15 separate units.   
 

• Region Y will be conducting orientation sessions instead of using the client screens 
in the OSST system.  Region Y will also have program participants complete an 
assessment tool.  Critical information: 

1. Region Y wants to mail individuals who live in certain zip codes 
unique instructions to attend an orientation session with a program 
staff member.   

2. The region has 10 zip codes and has decided to create 6 units.  
 Zip codes 1 and 2 will be associated with unit 500.   
 Zip codes 3 and 4 will be associated with unit 501.  
 Zip codes 5 and 6 will be associated with unit 502.   
 Zip code 7 and 8 will be associated with unit 503.  
 Zip code 9 and 10 are part of a large city, and each zip code 

will be mapped to a unique unit.  Zip code 9 will be mapped to 
unit 504 and zip code 10 will be mapped to unit 505. 

 
Step 2:  The RWB must update the Microsoft Excel spreadsheet with the appropriate zip code 
mapping.  Below is the spreadsheet sent to a region on February 24, 2009 as an addendum to 
the memorandum and this step-by-step guide.  The critical elements on the spreadsheet are 
explained in detail. This will help the regions understand what must be updated to implement 
the RWB’s service strategy. 
 

• The areas with “Remote cnty mapping” under the ninth column indicate that these 
areas were not active as of February 2009.   

 
 

 
 
 
 
 

Zip Code Mapping, Step-by-Step Guide  3 



 
• The participants living in areas where the FS row associated with the zip code is 

“blank” (the “Remote cnty mapping” is missing) means that the area was active prior 
to February 18, 2009.   

 

 
 

• This region previously had three units associated with the FSET program. Each unit 
represented a site where participants were served: 501, 502 and 503. 

 

 
 
To update the spreadsheet, each RWB will need to update the spreadsheet by 

• Entering the unit number that will “house” cases associated with the zip code in 
the row in the column titled “Enter the New Unit Number/Confirm Unit Number”.  
If the unit number is the same, please reenter the unit number in the column titled 
“Enter the New Unit Number/Confirm Unit Number”.  

• Enter a roll-out date for every zip code in the column titled “Enter the date to 
initialize mailing the Notice of Mandatory Participation (NOMP) and automated 
elements.”  Only enter dates in rows associated with the FSET program. This is 
noted by “FS” in the column titled “Program FS-FSET PI-WT”.  The date is 
required for zip codes that were operating prior to March 2009.  

• If the unit entered in the column titled “Enter the New Unit Number/Confirm Unit 
Number” needs to be created by the Agency for Workforce Innovation (AWI), 
enter “New Unit” in the column titled “Comments.” 
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That is a lot of information.  Can you give us examples of how we update the spreadsheet 
to effectively implement the RWB’s service strategy? 
 
Yes, AWI staff have provided examples below.  Please review these examples to ensure the 
spreadsheet is being updated correctly. 
 

• Strategy example with an updated Excel spreadsheet:  region x has 12 zip codes.  
Region x has three service centers.  Six of the zip codes are associated with one 
service center and one large metropolitan area.  The other six zip codes are 
associated with two service centers and six different cities/areas.   

 
 The RWB will use the three units already on the spreadsheet for the two 

service centers that engage the six zip codes associated with smaller 
areas.    

 
o The column titled “Enter the New Unit Number/Confirm Unit 

Number” was updated to reflect the new unit number.  If the unit 
was unchanged, the same unit was entered in the column for 
confirmation purposes.   

o For example, the unit number for zip code 32501 was 501 prior to 
March 2009.  The zip code that will be used by the region to 
implement the engagement strategy will still be unit 501.  See 
below. 
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 To implement the region’s strategy, AWI must create six units.   
 
 The zip code mapping has been updated to include comments. The 

comments indicate that new units have to be created by AWI.  
 

 
 

• The region wants to stagger the dates the letters are being mailed (based on the 
center associated with the unit).  The RWB staff entered the dates they want the 
Notice of Mandatory Participation to start being mailed in the column titled “Enter 
the date to initialize mailing the Notice of Mandatory Participation (NOMP) and 
automated elements”.  Notice that each zip code has an implementation or 
“roll out” date. 
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Step 3: The RWB must update the information associated with each FSET program unit.  The 
information must be updated in the Security Maintenance system.  The staff member who will 
be updating the information must be a security officer in the OSST system.  If the RWB requests 
a new unit be created by AWI, an email will be sent to the RWB contact notifying him/her that 
the unit information can be updated. Additional information needed to create a new unit will be 
covered later in the document.  
 

• The individual must log onto the Security Maintenance system.   
 

      
 

• Mouse over the tab titled “Maintain Units” at the top of the screen.  This will 
initialize a drop down. 

 

                               
 

• Select the option “Unit Search”.  On the Unit Search criteria screen, enter the 
appropriate search criteria.  At a minimum, enter the region’s number and county 
name. Click the “Search” button on the bottom of the Unit Search criteria screen. 
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• Select the Unit ID hyperlink.  The screen will refresh and display the basic details 
associated with the unit selected.   

 

 
 

• The instructions mailed to FSET participants were previously entered in the Unit 
Description field.  The instructions shown next to the feature titled “Unit 
Description” (as seen below) will no longer print on the Notice of Mandatory 
Participation. To edit the information associated with the unit, select the “Edit Unit 
Details” button on the bottom of the screen. 

 

 
 
 

• Update the Unit Details, such as the Unit Name, phone number, address, etc.  
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What if the unit is not currently in the OSST Security Maintenance system?  If a unit must 
be created, the Microsoft Excel spreadsheet will provide the required notification to AWI.  
However, the AWI staff need critical information to create the unit in the OSST Security 
Maintenance system.  The RWB must provide the required information (for each new unit) to 
AWI. This information should accompany the Microsoft Excel spreadsheet that includes the 
updated zip code mapping from the RWB.   

• County name; 
• Unit number; 
• The unit’s name (this name is displayed on the notices mailed to the participant 

Please ensure it is an official name, such as Baker Street FSET Service Center); 
• The unit’s location (for example, Baker County); 
• The primary contact’s name (this name is the official contact associated with the 

unit); 
• The primary contact’s address (this is the official address printed on the notices); 

and 
• The primary contact’s phone number (this is the official phone number printed on 

the notices). 
 
Step 4:  Enter the instructions that will be printed on the Notice of Mandatory Participation sent 
to the FSET participants in the Security Maintenance system.  The Notice of Mandatory 
Participation is really a “blank slate.”   
 

       
 
The instructions entered on the system are based on the RWB’s strategy for engaging FSET 
program participants.  There are two fields on the Unit Details screen associated with a unit 
where instructions to a program participant can be entered. It is critical that the information is 
entered correctly based on the strategy employed by the RWB to engage program 
participants.   
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On the Security Maintenance screen associated with the unit, the regional staff can update a 
field titled Primary Instructions and/or a field titled Supplemental Instructions. 
 

              
 

• If the RWB will be engaging program participants via the client screens, the RWB 
should not enter any information in the Primary Instructions block.  If the RWB leaves 
the Primary Instructions section blank, the default instructions will be printed.  See 
below.  Blank means that the region should not enter any letters, numbers, spaces, 
punctuation, etc.  

 

                   
 

• If the RWB wants to provide specific dates/times for program participants to use 
computers in the center, the information can be entered in the section titled 
Supplemental Instructions.   

 
• If the RWB will be engaging program participants directly (instead of using client 

screens), the RWB must enter detailed instructions to the participant using the 
sections titled Primary Instructions and Supplemental Instructions.   
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Examples based on participant engagement strategies:   
 
• Region M decided to engage program participants directly by facilitating orientation 

directly.  Program staff are going to hold orientation and assessment sessions.  The 
region mapped three zip codes to one service center using two different units. To 
limit the number of participants attending orientation, each unit has a unique set of 
instructions.  Zip codes 32501 and 32502 are both mapped to 501. Participants 
residing in these zip codes are sent the following instructions: 

 

    
 

Zip codes 32502 and 32504 are mapped to unit 502 and the same service center. 
Individuals living in these zip codes (who are mailed a Notice of Mandatory 
Participation) will receive similar instructions, but the date of the orientation is 
different.  See below: 

 

 
 

• Region T is going to engage program participants via the client screens implemented 
during Automation Phase III.  Region T staff will not enter any information in the 
section titled Primary Instructions to ensure the information created by AWI will be 
printed.  The information will notify program participants about logging onto the data 
entry system.   
o Strategy:  region T has 22 zip codes associated with three centers.   
o The region will map 12 zip codes to One-Stop Career Centers.  In the One-Stop 

Career Centers, the FSET program participants will be directed to labs with 
computers instead of using computers in the resource rooms.  Each unit has 
unique instructions. The Primary Instructions will be left empty.  However, 
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program participants are given specific times and dates to use a computer in the 
One-Stop Career Center lab.  An example for one of the units is below:  

 
 

The Supplemental Instructions for a different unit associated with the same One-
Stop Career Center is as follows: 

 
 

• However, ten zip codes will actually be associated with a service center designed to 
offer services specifically to FSET and WT program participants.  This is because 
there are a lot of individuals looking for work and the labs in the One-Stop Career 
Center near these zip codes will be used for job searching.  In the service center, 
program participants will be directed to use a computer.   Every two zip codes will 
have a unique unit.  Each unit will have a unique set of instructions with a different 
time period for participants to come into the service center. For example, instructions 
associated with unit 506 is as follows:   

 

 
 
Step 5:  Ensure each unit has an Alert Receiver.   
  
The title “Alert Receiver” is actually associated with a user’s profile. Many regions do not 
establish case managers or supervisors as an Alert Receiver.  Instead, many regions create a 
generic user and establish the generic user as the Alert Receiver.  This strategy is designed to 
prevent an individual’s caseload from becoming too big or difficult to manage.  Regardless of 
the strategy employed, the security officer can follow these steps to create an Alert Receiver for 
each FSET unit.   
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1. Creating a new user/generic user to establish as an Alert Receiver for the unit: 
 

• The individual must log onto the Security Maintenance system.   
 

      
 

• Mouse over the tab titled “Maintain Users” at the top of the screen.  This will 
initialize a drop down. 

 

              
 

• Select the option to “Create New User”.  Select to create Case Manager or 
Supervisor.  The user profile cannot be established as a Report Viewer. 

 

 
 

• Enter the individual’s new User ID (this is created and assigned by the security 
officer). The email address is not a required element and is not very useful on 
this screen. The user will have to re-enter the information later. Also, if the region 
is establishing a staff member who is already in the system (with access in the 
same region), the security officer can update the user’s profile.  A new User ID is 
not required, and we do not recommend staff having more than one User ID.  
After entering the User ID, click Continue. 
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• Enter the required information. If the user is an actual person, the information 
should be valid for the staff individual. See the example below: 

 

                                    
   

If the profile is for a generic alert receiver, the security officer can enter very 
generic information. However, the security officer must establish security 
requirements associated with the user ID and password.  The individual or staff 
member responsible for managing this identification should be required to 
establish that they are using a secure form of entrance into a system that holds 
confidential information. The user must not share the user id/password 
information.  The information should be updated if staff leave their position and 
no longer require access through that user id (or at all).  Staff must also sign the 
Confidentiality Agreement. An example of a generic profile is provided below: 
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  Once the information is entered, select Save/Continue.   
 

• The screen will refresh and display the user’s identification and temporary 
password.  To update the user’s profile as the official Alert Receiver for the unit in 
question, select the View/Edit Privileges.  

 

 
 

• The system will display the user’s privileges. Click on the Case Manager or 
Supervisor link under “Classification”. 
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• If the option to click a check box titled “Receive Alerts”, in the row titled “Unit 
Security”, the unit already has an Alert Receiver established for the unit.   

 

 
 

If this happens, click “Save.” The security officer will have to search for the Alert 
Receiver associated with the unit in question.  If the security officer wants a 
different user to receive alerts, the security officer must remove the “Receive 
Alerts” option from the current Alert Receiver’s profile.  The process is explained 
below: 
 

i. Mouse over “Maintain Units” on the tool bar at the top of the screen.   
 

             
 

ii. This will activate a drop down. Click on the option Unit Search. Enter the 
applicable Region ID (RWB number) and the County ID (the name of the 
county). Click Search. 
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iii. All of the units associated with the region and county will display.  Unit 
602 is the unit outlined in Step 5.  The Alert Receiver is identified as a 
hyperlink in the column titled “Alert Receiver”.  Click on the hyperlink to 
review the profile of this user.  

 

 
 

iv. Click the View/Change User Privileges hyperlink. 
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v. Select the hyperlink under the Classification column.  

 

                            
 
 

vi. Remove the check from the Receive Alerts box.  Click Save. 
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vii. Because the Alert Receiver was removed and the system requires each 
unit to have an Alert Receiver, this screen is produced: 

 

 

 

Zip Code Mapping, Step-by-Step Guide  19 

 
The screen displays every user that has access to the unit in question, 602. 
Please note, this example is taken from a TEST Environment. This 
example is not from the OSST system used by program staff.  The security 
officer must select the new Alert Receiver.  The new User ID created for 
this unit is noted above.  To select, click the “Assign?” radio button. 

 
 

If a new unit search is initiated, the user will find the unit has been 
updated with the new Alert Receiver. 

 

                  
 
 
 
 
 
 
 

An equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with 
disabilities. All voice telephone numbers on this document may be reached by persons using TTY/TDD equipment via 

the Florida Relay Service at 711. 


