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Client Information

To access the€lient Information (Client Info) pageyou must first log into the One Stop Service
Tracking (OSST) system. To log into the system, you must have an OSST user account, user ID and
password. If you do not have an account, User ID and password, please contact your Regional Security
Officer (RD). If you are a Regional Security Officer and do not have an account, please contact the
Depart ment of Ec on obrdnternalRysem Security Officgr§lSSO)Y D E O

The Client Info pagein OSSTallowsyou to record and update customer infoliorat Data recorded on
theClientInfopage wi | | be di s plCasg atd Glanoscrdern Eo lepra mdreiaboutp ant 6 s
the Case at a Glance screen, please revie®@dkeat-a GlanceUser Guide.

1. To access t KRlentnfa pagd, you mustnnavigate to their case. You can do this by
typingi N t he cust omejyod their BIORIDA CaBe, NurgbSriMearn more about
Navigating to a Cas®Onceyouhve navigated to the participant6
Client Info from the overhead folder tab or on the left hand navigation menu.

* Case at a Glance Client Info Education Details Skill Develop it Plan Develop it Alternative Plan
Return to Workload
/ Case at a Glance - | =% Norton Hide All
b security J
~+& Open Cases Case Action
[ Caseats Glance an Action: |—Select One— M @
[ Client Info
[] Education Detsils Contact Information Hide
0 skillD. Primary - Use For Correspondence Secondary
Name: Norton Also Known As:
[0 Plan Development Address 1: 1 Avenue Address 1:
[] Case lotes Address 2: Address 2:
[ CaseTo-Dos City, State, Zip: City, State, Zip:
[ Atternstive Pian Home Phone: 568-6213 Home Phone:
Alt Phone: Alt Phone:
[1 Budget Planner E-Mail:
[0 Eensfit info Username:
[0 ESR Reguests Password:
B fmae Last Updated: 01/12/2006 Last Updated: 03/17/2011

2. The c usgalienmefo gagewill display after selecting from either the ldfand navigation
menu or overhead tabrheClient Info page containsustomer information which may be edited, as
needed. Saved changes made on the Cl| iaGlance | nf o |
page.
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5 Case ata Glance Client Info ion Details  Skill Devel Plan Devel ive Plan
Return to Workload
Client Info -8y Norton Hide All
b [ security
i3 Open Cases Primary Contact Information Hide
Name:
Ca: it a Gl.

B St Address 1:

0 Glient Address 2:

0 Ed City, State, Zip:

0 san - i Home Phone: e s mas

ill Developmer

0 Plan Development Secondary Contact Information Hide

[] Case Hotes Also Known As: * Required below if this field is not blank

[] Case To-Dos ~ Address 1:

[] Alternative Plan Address 2:

L Sudast Planner = City, State, Zip: I v

[ Benefit Info ;

E-Mail:

[] ESR Requests

] Resume = Home Phone:

[ Assessments Alt Phone:
b [ Closed Cases Use for Address Correspondence: []
E g w De raphic Information Hide

ive Jol

b Cj Inactive Jobs 2 DeteloliBith Bk
<l IS “ Gender: Female

3. The following illustration shows the type of information that can be found oRliket Info page.
This illustration shows the screen in collapsed mode. This means that all of the specific information
about the participant is hiddendhjust the screen sections are displayed.

Case at a Gance Client Info Education Details Skill Development  Plan Development  Alternative Plan
ClientInfo- . Norton Show all
Primary Contact Information Show
Secondary Contact Information Show
Demographic Information Show
Household Member List Show
Veteran Information Show
0OSST Information Show
Other Important Information Show
Cash Assistance Time Limit Information Show
Employment Information Show
[Save 2] Cieor Changes 2L Cancal 2]
An equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with
disabilities. All voice telephone numbers on this website may be reached by persons using TTY/TDD equipment via

Primary Contact Information

4. The first section on th€lient Info pagei sPrinfiary Contact Information. oThis is the
customer 6s pr i mar gence mfarinaiant It oontainsloe r pap dm ci p a
name, address, and phone number (if one exists).

Primary Contact Information Hide
Name: MNorton
Address 1: | Avenue
Address 2:

City, State, Zip: FL
Home Phone: :

Client Information Page?
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Note: If t he case

was

created by the systemds i

system, FLORIDA, the primary contact information will not be editable.

SecondaryContact Information

5. TheSecondary Contact Information section can be used to record any secondary contact information
for the participant.A red asterisk) means that the field is required. If you enter information in the
address field in the Secondary Contact Information section, the system will requaeutset o mer 6 s
city, state,zip code,and home phone number. You may also use the secondary cofdanation

for

Secondary Contact Information

corresponde dse Addresg forcCoreespéndemae btolkxe

Hide

Also Known As:

* Address 1:
Address 2:

= City, State, Zip:
E-Mail:

* Home Phone:
Alt Phone:

Use for Address Correspondence:

Cle—

* Required below if this field is not blank

Below is an illustration of the updatédient Info pageand the Display on Case at a Glance after the

information has been edited.

Primary Contact Information

Your Changes Have Been Saved
Hide

Name:
Address 1:
Address 2:
City, State, Zip:
Home Phone:

Secondary Contact Information

Hide

Also Known As:

= Address 1:
Address 2:

= City, State, Zip:
E-Mail:

* Home Phone:

Alt Phone:

Use for Address Correspondence:

Jane * Required below if this field is not blank
123 Streetcar Drive

Client Info

Twolane Highway ,| Florida 33333 =

555 ||BBE | 6B5E

_— I

Hide |

Contact Information
Primary -/
I T ——

NameT

Address 1:
Address 2:
City, State, Zip:
Home Phone:
Alt Phone:
E-Mail:
Username:
Password:

Last Updated: 03/24/2011

w Use For Correspondence_
Also Known AST ErTE—

Address 1: 123 Streetcar Drive
Address 2:
City, State, Zip:
Home Phone:
Alt Phone:

Case at a

Twaolane Highway, FL 33333 Glance

(555) 555-5555

Last Updated: 03/24/2011

Client Information
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Demographic Information

6. The Demographic information sectionprovidesspecificinformation about the participaf¢.g.date
of birth, gender, race, heritage, and citizenship statuf the participant is in th&upplemental
Nutrition Assistance PrografSNAP)the system wilinform the usewhether or not the customer is
an Able Bodied Adult without Dependés (ABAWD). Remember, anything with a red asterigkig
a required field. If the case is created via the FLORID OSST inteflace, most of this information
will havebeen automaticallicompletel by that interface Additionally, OSST will automatically set
most of these answers to a default response.

Demographic Information Hide
= Date of Birth: 12/04/1961  |[E
“ Gender: Female |+
* Race: White v
= Haitian Heritage: O ves O No @ Ido not wish to answer
* Hispanic or Latino Heritage: O ves O No @ Ido not wish to answer
= Is this client pregnant? O Yes & No

Pregnancy due date: '
= Is client a refugee? O Yes & No
= Is client an ABAWD? O ves & No O Unknown
= Citizenship Unknown v

(

7. You can al so c h aSoapeSedurtyeNungtbai3SH iatahisieweln Thé shange SSN
button is available at the bottom right hand corner ofiBmographic Information section. Click
the change SSN button to t akWwWhesyuelgksit, thedollowihgange t |

message will displaySelectOK.
Demographic Information

¥ou have selected to change or edit the S50 For this cuskomer,

This selection will cause you to navigate away from this screen,
If vou made other changes ta khis screen and did not Save the updates, those changes will not be saved.
Are you sure you wank ko leave this screen?

= Is OK ] ’ Cancel

Pregmramcy aoe uare. =T \

AN

8. Once you have select€dK, a new screen will appear displayinghe parti ci pant és cu
gives you the option to selectRseudwr fake SSN or enter a new SSN.

Client Information Paged
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SSN Change
If you have chosen New SSN option, enter New SSN
Change current SSN to: (O Pseudo SSN O New SSN
Current SSN: 2

New SSN (no dashes):

Save ? ) Clear Changes ? ) Cancel ?

9. To assign a Pseudo SSN to the case, you will select the Pseudo SShittadiand click Save.

SSN Change

If you have chosen New-3SNopéiqn, enter New SSN
Change current SSN to: (& pseudo SsN O New SSN

Current SSN:
New SSN (no dashes):

Save ? A Clear Changes ? ) Cancel ?

10. After you click save, the following message will disrﬁy. Select OK.

Windows Internet Explorer

The 55M will change ko Pseudo S5H,
. You will be provided with the Pseudo 55N,
If wou want to continue, click Ok, otherwise click Cancel

]

11. Once you have selected OK, the system will confirm that the action was successful and provide you
with thePseudoor fake SSN. Select OK.

L

(a4 ] [ Cancel

Windows Internet Explorer

L] E 59N has been successfully changed to Pseudo 55M: 000-00-0263
L

122Now that you have selected OK to the confirmatdi
Case at a Gl ance pagSSNwilndvwbe digplayed on the npaailatabd s P s e u d ¢

Client Information Pageb
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Service Tracking

~

Return to Workload

000-00-0263 |

? Click the Help on this page to get additional information.

Case ata Glance

1 STAGING 9 Q00

Jump Back Desk Help Hots

Client Info Education Details Skill Development  Plan Development  Alternative Plan

Q0

Case at a Glance - ¢ . Hide All
[ Security
& Open Cases Case Action
[] CasestaGlance Select an Action: | —Select One- 4 @
[] Client Info
Contact f, inn Hid.

13. To change the SSN to a new SSN, you will click on the ch&fd tab at the bottom of the
Demographic Information sectionon theClient Info page

* Date of Birth:
* Gender:
“ Race:

* Haitian Heritage:

* Hispanic or Latino Heritage:

= Is this client pregnant?
Pregnancy due date:

= Is client a refugee?
= Is client an ABAWD?
= Citizenship

12/04/1961 =g
Female |+
White v

O Yes O No & I do not wish to answer
O ves O No @ I do not wish to answer

O yves & No
El-
O ves & No
O ves & nNo O Unknown
Unknown v

14. Once again, Wwen ya click on the Charg SSN buttonthe following message will displagelect

OK.

Demographic Information

Hide

= Date of Birth:

Windows Internet Explorer

* Gender:

* Race: ‘.:/
-

* Haitian Heritage:

* Hispanic or Latino H

= 1Is this client pregna

If changes have been made, those changes will not be saved.
Are wou sure you want ko leave this screen?

[

K, ][ Caniel ]

Pregnancy due date:

= Is client a refugee?
= Is client an ABAWD?
Citizenship

=l
O Yes & No
O ves ® No O Unknown
Unknown v

15. Next, the following screen will display angou will enter the desired SSN (without dashes).

il 1l ustrat

Client Information
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purposes, we typed in a
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SSN Change

If you have chosen New SSN option, enter New SSN

Change current SSN to: () Pseudo SSN ( ® New SSD

Current SSN: 000-00-0263

New SSN (no dashes): |woooooooo

Save 7? )\ Clear Changes 7?7 ) Cancel ?

/

16. After selecting Save, a notification will inform you that the SSN ehthngefrom the old SSN to the
new SSN. If he information is correct, select OK.

Windows Internet Explorer

? y  The 55N will change From 000-00-0263 ko !
2)

IF wou want to continue, click Ok, otherwise click Cancel

I ok l[ Cancel ]

17. After you have selected OK, a confirmation message will display stating that the action was
successful.

Windows Internet Explorer

' "_q 55M has been successfully changed ko
L

Household Member List

18. The next sectiown the Client Info pagies theHousehold Member List section It gives information
about the people in the household associated
name, SSN, gender, racate of birth and relationship the individual has to the participant. You can
view specific information aboutdusehold members on the case by clicking on the hyperlinked name.

. . . Add | .
You can also add members to this section by cllcklngi—J button at the right hand corner of
the Household Member List section.

Client Information Pager
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Household Member List Hide
Name SSN Gender Race Date of Birth Relationship
Margaret Female White Child

N

[ Add |

19. To see specific information about a household membermwlbadlick on the hyperlinked name.

Household Member List Hide
Name SSN Gender Race Date of Birth Relationship
Margaret Female White Child

/

2000nce you have clicked on the household member 6s
the household member.
Edit Member i_ Cancsri
|
= First Name |MARGARET
Middle Initial
= Last Name
= Social Security Number i
= Gender () Male ® Female O Unknown
Race |WWhite hd
= Date of Birth =l
= Relationship to Client | Child b
= Related to Cash? & yes O No 9
= Household Member is? ) Mandatory (&) Exempt
= Receiving SSI? () ves @ No
=3 SSI applicant? () Yes & No
| Save || Clear Changes || Cancel |
. [ Add | .
21. To add a household member, click on A9 Fputton on the bottom right hand corner of the

Household Member List section. After you have selected the add button, the following screen will

display. We entered information about John Public and selected his relationship with the participant

a sothér. o The shaded quest i arealdingarewpetsontotle answer ed
Household Member List. The system sets them to the default displayed O@l@ave this entry,

I [ Add |
you will click the ) button on bottom of the box

Client Information Pages
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Add Member | Cancel |

= First Name |John
Middle Initial
= Last Name |Public
= Social Security Number |111 H11 11112
2 Gender (& Male ' Female O Unknown
Race |White A
= Date of Birth |01/12/1958 =0
& Relationship to Client | V|
3 Related to Cash? (O ves ® No 0
3 Household Member is? (O Mandatory (& Exempt
= Receiving S5I? () ves ® No

SSI applicant?

O Yes & No

| Add

|| Clear Changes || Cancel |

Note: If the case is created by the system interface, any houseleohtber already on the case will
have def aul ts established depending on the
household member to the participafito learn more about Household Member information, review
the Caseata Glance step guide.

part

22. After clicking the' i) button,the new entry will display on the Client Info page.

Househ:)ld Member List

Hide
Name SSN | Gender | Race | Date of Birth | Relationship
Female White Child
Public, John 111-11-1112 Male White 01/12/1958 COther

[ Add |

&* Remember Information edited on the Client Info page will display on @ese at a Glance
screen. Below is a screen shot of the Demographic Informfatiorthe Case at a Glance screen.

Household Members List Hide
Name SSN Gender Race Date of Birth Relationship
i * Margaret Female White Child

Public, John 111-11-1112 Male White 01/12/1958 QOther

Client Information Paged


http://www.google.com/imgres?imgurl=http://bp3.blogger.com/_8lC8UqUljvQ/R3nNSk3WOOI/AAAAAAAAASQ/HdiNxjIqca0/s320/ist2_2418942_important_remember_ribbon_tied_on_finger_as_reminder_close_up.jpg&imgrefurl=http://thewanderingpolarbear.blogspot.com/2008_01_01_archive.html&usg=__qYbinRMid3fK_H9dlMPaZ3L5v58=&h=214&w=320&sz=8&hl=en&start=116&zoom=1&um=1&itbs=1&tbnid=gBiaDKhLLdKejM:&tbnh=79&tbnw=118&prev=/images?q=finger+with+ribbon&start=100&um=1&hl=en&sa=N&ndsp=20&tbs=isch:1&ei=BT6STaXqEcnZgAer_IAa

EY

i

" Client Information

Veteran Information

23. The Veteran Information section provides informatioon n t h e cveteran stater whether

24,

the customer is the spouse or dependant of someone in military sefwviseers to these questions
default tounknown You may change the informationtife SNAP or WT participant is a veteraor

is the dependant or spouse of someone in the militabhanges made here will alsm the
par t i casp a aGlansscreen.

Veteran Information Hide
= Is this client the spouse/dependant of someone:

- In military service? Oyes ONo @ Unknown

- In the Florida National Guard or Reserves? Oyes ONo & Unknown

- Who is currently activated? Ovyes ONo ® Unknown
“ Is this client a recently separated veteran? Oves ®No O Unknown
= Veteran Type Mon-Veteran v

MNon-Veteran v

Mon-Veteran

Vietnam Era Veteran

Other Veteran

Eligible Person
[

Linkng

OSST Information

The OSST Information section is pagé s i nf or mati onal wiApply Casb e e X C «
Movement Restrictian f i Soel regions have specialized units for certain populations. For
example, a region may have a specialized unit in which all of their medically deferred participants are
assigned regardl ess @dsestrhreferiegdito d partwirqgianicoubtguniz i p ¢ 0 (
or RCU based o regional mapping instructions for each zip code in the regidme Apply Case

Movement Restrictiow i | | all ow case managers to send the ¢
and if the radio button foCounty Level is selected, the case will stay in that unit through any
open/closure iteration for the participant in the specialized unitorie is selectedand the case

closes and opens again, the case wil/ be mapped
OSST Information Hide

How case was created: DCF Interface

Date created in OSST: 08/23/1998

Most Recent DCF Update: 03/25/2011

Mapped by Interface Using: \Not Available

= Apply Case Movement Restriction: ) County Level & None

The information displayed in the OSST Informatg®ectionis how the case was created, the date the case
was created in OSST, the most recent DCF updateé mapping information.See Casata Glance
guide for more detail.
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Other Important Information

25. The Other Important Information section specifically addresses whether the customer is registered
with the Selective Service These are not requirdiglds.

Other Important Information Hide
Is this client registered with the Selective Service? Unknown A

Provide the Selective Service Registration Number Verify Reqistration Number

The question, ils this c¢client r e gunksidwne Yoa tavevai t h
choice of the following options if you wish to change the response.

Unknown “

Yes
Documented exemption from registration
Mot Applicable

Additionally, if you want to record and verify the Selective Service Registration Number, you can click

Verify Registration Number | . L L .
the hyperlink on the screen and it will take you to the websitetdy this
information. See illustration below.

& https:femws.sss, gov|Regier]

whferiFication, aspx

Search Site

Selective Service Online Registration Verification

home

This service allows you to look up a man's Selective Service number, as well as the date he
registered. Enter a last name, social security number, and date of birth for the registered man, and
registration info click on "Submit."

news & public affairs

about the agency

Only registrations of men born on or after January 1, 1960, can be verified through this system. To
obtain Selective Senice information about men born earlier, CLICK HERE and follow the instructions
contact on our "Records” page.

what's new

careers

This semvice is operational seven days a week. It is not available when system maintenance is

privacy policy scheduled from 2 a.m. to 4 a.m.. U.S. Central Time, Tuesday through Saturday.
history/records
publications Selective Service Online Registration Search
fast facts Last Name:
what happens in a draft
site map Social Security Number: {Ho dashes or spaces)
Date of Birth: (mmddyyyy)
Men who have registered remain eligible for federal student aid, most federal jobs, and federal job L

After verifying the information, yomayrecord the number in the appropriate field.

Client Information Pagell
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Cash Assistance Time Limit Information

26. The Cash Assistance Time Limit Information section provides information about the participants
Temporary Cash Assistance (TCA) time limits, if applicable. This information comes from
FLORIDA, but can be edited bRegional Workforce BoardRWB) staff. The information that
comesover fromFLORIDA s i nf or mati on from the systembés ARC
time limits is housed. Since the DCF worker must update this information, the data that comes over
from FLORIDA is based on the last update made by the DCF Economi8#étfiency Speialist or
ESS. If the information is available, the ARCA update date, time limit, number of masgtand
through date will be populated. Again, RWB stafiyedit this information in OSSTTo update this
section, staff is encouraged to review theinfmat i on on FLORI DA6s ARCA scr

After logging in to FLORIDA, the case manager should go to the ARCA screen to review the most
up-to-date information based on DCF. Staff will use the information in the highlighted sections to
update the Cash Assistan€ime Limit Information in OSST.

DELETE:
TIME LIMITED: 24/60:

36/72:

OTHFR:

PERIOD BEGIN MONTH(MMCCYY):
PERIOD END MONTH:

PERIOD 01

48 / 4R
052004
042008

PERIOD 02

48 / 4R
062012
052016

PERIOD 03

_/ _

REGULAR MONTHS:
#OF REGULAR MONTHS RECVD: 07 09 00
#0OF SANCTION MONTHS RECVD: 00 00 00
#OF FTP MONTHS RECVD: 00 00 00
EXTENTION MONTHS:
#0OF EARNED MONTHS RECVD: 00 wWORK 00 TP 00 WORK 00 TP
#0OF PENDING SSI/SSDI MO RECVD: 00
#0OF HARDSHIP MONTHS RECVD/RSN: 00 / _ __ __
TOTAL 9

00 workK 00 TP

NEXT TRAN: _

To update the Time Limit field in OSST, staff will review information on the ARCA screen next to the
ATi me Limitedd information (highlighted in yellov
will see 24/60,36/72 and other. In the past, time limited cash assistance recipients were assigned a
duration of ti me that they could receive cash as
assistance. Someone with a high school diploma or GED and witiskvetuld receive 24/60, which

meant that they could receive 24 months of cash assistance in a 60 month time period. A person who
received 24 months of cash assistance without a break would be required to wait 36 months before
becoming eligible again teeceive the remaining 24 months of their time limited assistance.

Staff will not use 24/60 or 36/72 to update the time limit field in OSST. The time limit is 48 and staff
will select the 48 radio button next to this field if the information in FLORIDAlIse#8/48. If the field in

Client Information Pagel?2
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FLORI DA reads beyond 48 mont hs, staff woul d sel ec
months from the ARCA screen. For example, if the ARCA screen shows 60/60, staff will select other and
enter 60 in the text field

To determine what to enter in thlumber of Months Usedfield, staff will need to look at the last line
on the ARCA screen (highlighted in blue): LIFETIME TOTAL PAYMENTS RECEIVED. In the above
example, it is 16.

To d et er Whrongh Ddteh ¢ gt bff r s« THRUVYMONTHeO fio n the ARCA sc
(highlighted in purple). Staff would use the most recent date as the through month. In the example, the
most recent THRU DATE is 7/2012. A completed example follows.

Cash Assistance Time Limit Information Hide
Date ARCA was updated 022202013

“ Time Limit Months in Track: 48 Remaining: 32
Number of Months Used 16

* Through Date e 0

Employment Information

27. The last seatin on the Client Info page is tlanployment Information section. This section focuses
on the partici pamtludisg:di the padigipant redeived & @otica of layoff or
separate from the military,sithe participant looking for work,sithe participant receiving
unemployment compensatiosthe participant a migrant seasonal farm workersthe participant a
'disadvantaged worker.

Employment Information Hide
* Current Employment Status Unemployed hd
* Has t_his _l:lient recently recgived a not_ic:e of
Gocumentation in referenca to separating from Oves ONo © unknown
military service?
Date of layoff or military separation: [EE=l-
* Is this client currently looking for work? Oves C'No @ Unknown
“ Is this client receiving unemployment Insurance? Oves ONo @ Unknown
= Migrant Seasonal Farm Worker Oves ONo ® Unknown
* Disadvantaged Worker Oves ONo @ Unknown

[Save 2] Clear Changes 2] Cancel 2]

- f : ' . o , .
¥ Remember, a red asterisk (*) next to a field means that the information in the field requires a
response.
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1 Current Employment Status i t hi s fiel
employment status. The options include:

d requires

o Contract
Full-time
Internship
Parttime
Unemployed
Volunteer (Other)

O O O o o

Contract
Full-Time

Internship
Part-Time
Unemployed

Volunteer (Other)

t he

user

T Notice of Layoff or Military Separation i this field asks if the participant has recently received
a notice of termination or layoff from a job or received documentation in reference to separating

from military services. This response options in this fieldyeseno, or unknown.

Iftheresmnse is Ayeso, the wuser

separated from military service using the date pil.

shoul

d

al so

enter

1 Currently looking for work i the user must indicate whether or not the participant is looking for

work. The response options ges, no, or unknown

1 Receiving Unemployment Insurancé the user must indicate whether or not the participant is
receiving Reemployment Assistance, poerly known as Unemployment Insurance.

response options are yes, no, or unknown.

The

1 Migrant Seasonal Farm Worker i the user must indicate whether or not the participant is a

Migrant Seasonal Farm Worker. The response options are yes, no, or unknown.

91 Disadvantaged Worker 1 the user must indicate whether or not the participant is a

disadvantaged worker. The response optiongear&o, or unknown.

' The term disadvantaged worker is used to describe individuals with varying obstacles that may make finding or obtaining
employment more difficult than thosehod o n 6 t helsaan®lestadles or barriers. Someone without a high scholardgpor

lacksformal educatiortan be considered disadvantaged.
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