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Overview

The SNAP Works application facilitates the successful participation and completion of the
SNAP Employment and Training program for SNAP recipients. The application has three
portals, provider, state worker, and citizen portals, to guide SNAP recipients through the
Employment and Training program with the goal of helping SNAP recipients gain regular
employment for economic self-sufficiency.

Global Features

The SNAP Works application has many global features that give the user a seamless,
intuitive experience. These featuresinclude the global menu, left navigation, tabs, grid
pages, and validation messages and notifications. These are detailed in the subsequent
sections below.

The Global Menuis on the top right of the SNAP Works application within the top
banner. This allows the userto navigate to Employment Resources, the Contact Us
Page, the My Profile Page or log out from anywhere within the application. Below is a
screenshot of the Global Menu:

L¥ SNAP Works

Global
Navigation
Menu

The left navigation menu is shown on the left side of the Citizen Portal Pages. By
clicking on the tabs in the left navigation menu, the user can visit each page inthe
Citizen Portal. Below is a screenshot with the Left Navigation menu:

‘? SNAP Works @& Employment Resources & ContactUs € Welcome Coleman ~

il My Dashboarc Client y y y Eligibility

Left Navigation| s Zip
Menu

si R1.73 : 10/11/2019 02:08:59 PM



Tabs across the top of a page allow the user to easily navigate through different
pages within the main page. When the useris on a specific tab, that tab will be
highlighted. Below is a screenshot of the Tabs with the Client Summary tab
selected, as an example.

7 SNAP Works @ Employment Resources % ContactUs @ Welcome Coleman >
sl My Dashboard Client y y y Eligibility y y |
Tabs
Client Summary ©
I ‘ My Information . g
Personal Information
My Appointments First Name Last Name
.
as M it
Num [ nguag Birth
B a ® )
= juest Contact Details
Home Phone Cell Phone Work Phone
! WY

Version: R1.73 : 10/11/2019 02:08:59 PM

Grid Pages contain tables of data entry records. Some Grid Pages are accompanied
by buttons. For example, looking at the example below, there are Save and Submit
buttons. Upon clicking the Save button, the information will be saved to the Grid
Page. Upon clicking the Submit button, the information will be saved to the Grid
Page and submitted to the citizen’s Provider and/or DHS Worker.

Month Activity Required Hours Reported Hours Verified Hours

10/2019 English as a 2nd Language 5 l 10 - l 00 v
5

10/2019 Work Experience 5 |

1to20f2 Page 1 of 1
: Submit
Save Button SUBMIT Button

Validation Notifications are shown throughout the SNAP Works application when
appropriate. Validation Notifications appear on the top right of the page when
information is successfully saved, not saved due to missing data, orwhen a system
error occurs. Below are examples of the Validation Notifications that may be seenin
the Citizen Portal.



Hard Error

Q My Information
Unable to load User Information Message

My Documents Success
Message

File saved successfully

Tip: If a red, hard error message is received and help is
required, please contact
snapworkssupport@dhs.arkansas.gov

1.2.6. Accessibility

The SNAP Works application shall ensure quality services and comply with the
Americans with Disabilities Act of 1990.

1.2.7. Social Security Numbers

For security purposes, all data stored within the databases, including Social Security
Numbers, Individual Taxpayer Identification Numbers and Dates of Birth are
encrypted with 128-bit encryption to ensure thatin the event a data breach is
attempted, the data will be protected.

To further protect the data of the SNAP participant, all Social Security Numbers
displaying within the SNAP Works application are masked. Social Security Numbers

will display as XXX-XX-####, displaying only the last 4 digits of the participant’s
Social Security Number.

Social Security Number

wER_FE_AAEE @


mailto:snapworkssupport@dhs.arkansas.gov

Who Should Use This Document

This guide is intended for the following groups:

e Citizens who participatein the SNAP Works Employment and Training Program
Prerequisite Knowledge

Using the SNAP Works application and guide assumes that the user has the following
prerequisite knowledge:

e Using a Tablet PC, Laptop, or standard desktop computer
e Internet connectivity with one of the following browsers:
Google Chrome
Edge
Internet Explorer 11 or higher
Safari
o Mozilla Firefox
e Employment and Training (E&T) process, including rules, regulations and related
forms as they apply to the user

O O O O

Conventions

This document uses the following conventions:

e Italics - The status and procedure titles are shown italicized (for example, the status
changes to Submitted)

e Bold - Keyboard keys, buttons, menu options, and list items are shown in bold (for
example, click Save)

e Click and double-click - When these terms are used, tap and double-tap can be
substituted for Tablet PC Users

e Select-The act of picking an item from a list or choice of options (for example, select
a Good Cause/Exemption reason fromthe dropdown list)

e Tips - Important information to help the user to perform a task or better understand

the task. Noteswill be displayed in the following format:

Tip: Pertinent information will be addressed here to
capture the user’s attention to provide additional
information on the subject.




Common User Interface Elements

Dropdown Lists

A dropdown list allows the userto choose information from a predetermined list that
“drops down” when selected. To selectanitem, move the mouse pointerto the
appropriate itemin the list and clickit.

Reported Hours

| 5 "l Mins v

Mins

00
15

30

45

Radio Buttons

A radio button allows the userto choose one itemfrom a small set of predefined values.
To select, click the radio button to the left of the appropriate value.

Reguest Type
Appointment

Good Cause [ Exemption

Text Boxes

Text boxes are used to record variable information, and may be either numeric or alpha-
numeric, depending on the information being requested. Toenterinformation, tabto or
clickinto the text boxand type in the data. Text boxes that are shaded are read-only text
boxes which provide data that cannot be changed.

Date Of Birth

l First Mame 08/30/1965

About Required Fields

Many of the forms the user may use will require a minimum amount of information to save
therecord. Asshown inthe examples below, required information will be identified by a

red bar on the left side of the text box. As data is entered in these required fields, the bar
will change fromred to green. If a user attempts to save a record without entering one or

10



more required fields, the Required Field error message will show below the field as shown
in the example below.

LAST MAME LAST MAME

l Last Mame lSmith

Required Field

Buttons

Buttons are used throughout the application to communicate information visually, with
minimal possibility of misrepresenting their meaning. In SNAP Works Citizen Portal the
following buttons are used:

Button Page Function

Dashboard Hyperlink to the My
Information page

Dashboard Hyperlink to the My Alerts

‘ View My Information ‘

] ] Dashboard Hyperlink to the My
‘\I’IEW AppnmtmentsJ Appointments page
Dashboard Hyperlink to the My
‘ Report My Hours Activities page
My Activities Saves the Reported Hours
SAVE entered on the My Activities
page
- ] My Activities, My Submits the record to the
SUBMIT Requests Provider and/or DHS County
Worker
N — My Documents Opens the file browserto
Select File allow the userto select a file

from their computer

My Documents Uploads the document to
&Upload the SNAP Works system
T My Documents, My Opens the selected
VIEw Requests document or request
. My Documents Allows the userto delete an
Delete uploaded document

- _ — My Requests Opens a new, blank
CREATE NEW REQUEST Appointment or Good
Cause/Exemption Request

11



Acknowledge

G0 o

My Alerts — New
Alerts

My Alerts — New
Alerts, My Alerts -
Alert History

‘ Acknowledge All

My Alerts — New
‘ Alerts

Change Password

Tool Tips

My Profile

My Profile

Acknowledges the selected
alert and moves the alert
from the New Alerts page to
the Alert History page.

Opens the page in the
SNAP Works Citizen
Portal corresponding to the
selected alert

Acknowledges all alerts on
the page and moves the
alerts fromthe New Alerts
page to the Alert History

page.

Enables the userto edit
theiremail address, phone
number, and security
questions on their profile

Enables the userto change
their password

Tool Tips are used throughout the application to communicate information about the

content of each page. Hover overorclickon the 0 icon to view the tool tip.

Track Activity ©

Month

October 2

You can view your activities and report hours you have done
for the month.

Permissions

The table below describes the various levels of access and what type of activity can be
performed. Based on the user’s role (e.g., usertype) inthe SNAP Works application, the
user may be granted permission to perform one or more of these activity types.

Permission What the user cando

Create Permission to create new records

Edit Permission to edit/change current existing records
View Read only permission on existing records

Assign Assign tasks

The user may not be able to see certain text boxes, dropdownlists, and control buttons,

based on their role.

12



Overview

SNAP Works participants who do not already have a SNAP Works Citizen Portal
account can create an account using the Sign Up page. Users canclickthe Create An
Account button on the Log In page to begin creating their account. The Citizen must
already be enrolled in the SNAP Works program to create an account.

Tip: The system will not allow multiple accounts to use
the same email address.
For example, if multiple family members create SNAP Works
accounts, they must each have their own account with theirown
email address.

Screenshot

Below is a screenshot of the Sign Up page:

¢ SNAP Works About  ContactUs
o -
-
F .
g
What is SNAP Works? What Services Does SNAP Works Offer?

Already have an You must il n all the

n up for an account. . A
SNAP Works is Arkansas' Employment & Schedule work assessment appointments

Training Program for SNAP Clients. SNAP Works account? « Create impactful employment plans
helps Supplemental Nutrition Assistance 1f you already have an account, just I ialisn o Enroll work SNAP Works dlients in training
Program (SNAP) clients get a job or helps them signin!

receive education and training that can lead to I l * Facilitate educational gains
ajob : o Track progress towards employment

* Launch sustainable careers

This website is for Arkansas citizens who are | l N -

parhclpsa’:w:s \rhnl th: SII\U\P‘ W;:Ms pra:;ram If you Are you Eligible ?

are an SNAP Works client, please ask your DATE OF &1 PASSWORD

avider Do you cors et iccss 1o The syster | Mmooy [ password ® In order to participate in SNAP Works, you

If you do not yet have a provider and would like must receive SNAP benefits. '
to participate in the SNAP Works program, I S ‘ =

please visit Access Arkansas ‘ : To see if you are eligible for SNAP

benefits, visit your local county office or

visit Access Arkansas.

4
© 2019 State of Arkansas | All Rights Reserved  #88%  Accessibility | Privacy | Security | Acceptable Use | FAQs
ol Version: R1.73 : 10/11/2019 02:08:59 PM
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L¢ SNAP Works

\ -
?

| S— —aiil
Sign Up

Works?

Already haVe an You must fill in all the information to sign up for an account.

nployment &

Clients. SNAP Works account? SELECT YOUR SECURITY QUESTION 1

»n Assistance If you already have an account, just In what city did you meet your spouse/significant other? v

a job or helps them
ng that can lead to

citizens who are
lorks program. If you
lease ask your
ccess to the system.
wider and would like
Vorks program,

sign in!

[ titte Rock
SELECT YOUR SECURITY QUESTION 2
In what city does your nearest sibling live? b4
IHouston
SELECT YOUR SECURITY QUESTION 3
What is your favorite color? v
|Blue

s . 2 = =
Wz sn iz s et |a'§est o o I@ 2019 State of Arkansas | All Rights Reserved £
Chrome, Intemnet Explorer, Safari or Microsoft Edge. @

Controls

About Contact Us

>

What Services Does SNAP Works Offe

® Schedule work assessment appointments

Create impactful employment plans

Enroll work SNAP Works clients in training

Facilitate educational gains

Track progress towards employment

Launch sustainable careers

Are you Eligible ?

In order to participate in SNAP Works, you
must receive SNAP benefits.

To see if you are eligible for SNAP
benefits, visit your local county office or

visit Access Arkansas.

Version: R1.73 : 10/11/2019 02:08:59 PM

The following table details the controls that are present on the Sign Up page. Each control
includes a description and control type.

Create An Button. Opens the SNAP Works account Sign Up Always enabled
Account form
First Name User enters their first name into this text box Mandatory
Last Name User enters their last name into this text box Mandatory
Username User enters a username into this text box Mandatory
NOTE: If an account already exists with the same
username, an error message will display asking the
user to choose a different username.
Email User enters their email address into this text box Mandatory
Phone Number User enters their phone number into this text box Mandatory
Social Security  User enters their social security number into this Mandatory
Number text box
Date of Birth User enters their date of birth into this text box Mandatory
Password User enters their password into this text box Mandatory

NOTE: Password must meet the password

14



requirements shown in the password requirements
box

Password must contain:
One lowercase letter One uppercase letter

One numeric character Minimum of 8§ characters

One special character { ~1@#$% &% -+="\[1{}() ;"'<>.2/")
Confirm User enters the same password that was entered in Mandatory
Password the Password field into this text box
Continue Button. Directs the userto continue to thesecurity = Conditionally
questions page to finish creating theiraccount. enabled
NOTE: All mandatory fields must be complete to
continue
Security The user must create 3 security questions to finish  N/A
Questions creating their account. These questions will be asked
in the even a user forgets their password and must
reset their password
Security Dropdown list. Select a question fromthe list Mandatory
Question 1
Answer 1 Enteran answerto the question selected for Security Mandatory
Question 1 in this textbox
Security Dropdown list. Select a question fromthe list Mandatory
Question 2
Answer 2 Enteran answerto the question selected for Security Mandatory
Question 2 in this textbox
Security Dropdown list. Select a question fromthe list Mandatory
Question 3
Answer 3 Enteran answerto the question selected for Security Mandatory
Question 3 in this textbox
Previous Button. Directs the userto the Sign Up page Always enabled
Sign Up Button. Savesall entered information, creates the  Always enabled
account, and navigates the userto the home
dashboard page in the SNAP Works Citizen Portal
Sign In Button. Redirects the userto Sign In page where Always enabled
users who already have an account created can sign
in
Accessibility Text hyperlink that redirects the userto the Always enabled
Arkansas.gov Accessibility policy
Privacy Text hyperlink that redirects the userto the Always enabled
Arkansas.gov Privacy policy
Security Text hyperlink that redirects the userto the Always enabled

Arkansas.gov Security policy

Acceptable Use

Text hyperlink that redirects the userto the
Arkansas.gov Acceptable Use policy

Always enabled

About

Hyperlink. Opens a pop-up with information about
the SNAP Works program

Always enabled

15



Contact Us Hyperlink. Navigates the userto the Contact Us page Always enabled
where they can view contact information for
technical support and Provider and County Office
contact information

User Actions

The following table details the actions that the user can take on the Sign Up page. Each
action includes a description.

Sign Up Users participating in the SNAP Works Employment and Training
Program can register by clicking the Create An Account button,
entering theirinformation in all of the required fields, and clicking the
Continue and Sign Up buttons.

Users must enter the below mandatory fields to continue:
First Name

Last Name

Username

Email Address

Contact Number

Social Security Number
Date of Birth

Password

Confirm Password
Security Question 1
Security Question 2
Security Question 3
Captcha

Navigating to The usercan read more about Work Programs Toolkit, Accessibility,
Other Websites Privacy, Security, and Acceptable Use by clicking hyperinked text on
the page as described below.

o If the userclicks the Accessibility text in the footer, the user will be
redirectedto https://portal.arkansas.gov/pages/acceptable-
use/#accessibility

o If the userclicks the Privacy text in the footer, the user will be
redirectedto https://portal.arkansas.gov/pages/acceptable-

use/#privacy

o If the userclicks the Security text in the footer, the user will be
redirectedto https://portal.arkansas.gov/pages/acceptable-
use/#security

o If the userclicks the Acceptable Use textin the footer, the user will
be redirected to https://portal.arkansas.gov/pages/acceptable-
use/#acceptable

Navigate to The usercan accessthe About and Contact Us pages by clicking the
Other Pages hyperlinks in the upperright-hand corner of the screen.

16



Overview

Once a Citizen creates an account, the SNAP Works Citizen Portal Sign in page
enables the userto sign into the application. The Sign In process includes a Captcha
checkbox and entering a multi-factor authentication code sentto Citizen’s email address
to prevent fraudulent attempts to access the system.

Screenshot

Below is a screenshot of the Citizen Portal Sign In page:

¢ SNAP Works

What is SNAP Works?

SNAP Works is Arkansas’ Employment &
Training Program for SNAP Clients. SNAP Works
helps Supplemental Nutrition Assistance
Program (SNAP) clients get a job or helps them
receive education and training that can lead to
ajob.

This website is for Arkansas citizens who are
participating in the SNAP Works program. If you
are an SNAP Works client, please ask your
provider how you can get access to the system.
1f you do not yet have a provider and would like
to participate in the SNAP Works program
please visit A

s Arkansas,

iewed with the |
xplorer, Safan or

L¢ SNAP Works

What is SNAP Works?

SNAP Works is Arkansas’ Employment &
Training Program for SNAP Clients. SNAP Works
helps Supplemental Nutrition Assistance
Program (SNAP) clients get a job o helps them
receive education and training that can lead to
ajob.

This website is for Arkansas citizens who are
participating in the SNAP Works program. If you
are an SNAP Works client, please ask your
provider how you can get access to the system.
If you do not y
1o participate in the SNAP Works program
please visit Acc

have a provider and would like

rkansas.

iewed with the latest

internet Explorer, Safari or N

Forgot password?
. ™~

Don't have an
account?

NAP Works
participation!

Sign up 1o track y

£
© 2019 State of Arkansas | All Rights Reserved &5

Rl

Sign In
Please enter the 6-digit verification code we sent to you by
email:
1 1 3 0 1

Didn't receive code? Click here to send code again

Accessibility | Privacy | Security | Acceptable Use

1

Don't have an
account?

Sign up to your SNAP Works
participation!

019 State of Arkansas | All Rights Reserved
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About

Contact Us

What Services Does SNAP Works Offer?
« Schedule work assessment appointments

« Create impactful employment plans

 Enroll work SNAP Works clients in training

itate educational gains
o Track progress towards employment

« Launch sustainable careers

Are you Eligible ?

In order to participate in SNAP Works, you
must receive SNAP benefits.

To see if you are eligible for SNAP
benefits, visit your local county office or

Arkansas.

visit Access

Version: R1.73 : 10/11/. 02:08:59 PM

About Contact Us

What Services Does SNAP Works Offer?
« Schedule work assessment appointments

« Create impactful employment plans

rk SNAP Works clients in training

te educational gains
« Track progress towards employment

= Launch sustainable careers

Are you Eligible ?

In order to participate in SNAP Works, you
must receive SNAP benefits

To see if you are eligible for SNAP
benefits, visit your local county office or

visit A Arkansa:




Controls

The following table details the controls that are present on the Sign In page. Each control

includes a description and control type.

Username/Email User enters their username or email address into Mandatory
this text box
Password User enters their Password into this text box Mandatory

Forgot Password

Hyperlink that navigates the userto the Password
Reset page

Always enabled

Captcha

Checkbox with procedures to ensure the useris valid

Mandatory

Accessibility

Hyperlink that redirects the userto the Arkansas.gov
Accessibility policy

Always enabled

Privacy

Hyperlink that redirects the userto the Arkansas.gov
Privacy policy

Always enabled

Security

Hyperlink that redirectsthe userto the Arkansas.gov
Security policy

Always enabled

Acceptable Use

Hyperlink that redirects the userto the Arkansas.gov
Acceptable Use policy

Always enabled

Log In Button that directs the user to multi-factor Mandatory
authentication screen

Multi- Factor Text boxes in which the user must enterthe multi- Mandatory

Authentication factorauthenticationcode sent to the Citizen’s email
address

Submit Button that submits the multi-factor authentication = Mandatory
code and logs the userinto the portal

Create an Button that redirects the userto the Sign Up page Always enabled

Account

About Hyperlink. Opens a pop-up with information about Always enabled
the SNAP Works program

Contact Us Hyperlink. Navigates the userto the Contact Us page Always enabled

where they can view contact information for
technical support and Provider and County Office
contact information

User Actions

The following table details the actions that the user can take on the Provider Dashboard
page. Each action includes a description.

Log In

The usercan log in by entering theirusername and password into the
Username and Password text boxes, checking the captcha check

18



box, clicking the Log In button, entering the Multi-Factor
Authentication code, and clicking Submit.

Forgot Password

If the userforgets their password, the user can click the Forgot
Password? hyperlink, which will navigate themto the Reset Password
page (described in section 5)

Navigate to
Other Pages

The usercan accessthe About and Contact Us pages by clicking the
hyperlinks in the upper right-hand corner of the screen.
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5 Forgot Password Page

5.1 Overview

In the event a user has forgottenthe password for theiraccount, the SNAP Works
Citizen Portal Sign In page has a Forgot Password? button that will open a Reset
Password pop-up window. Once the user enters their email address, a temporary
password will be sent and will send a temporary password to the citizen’s email address

that can be used to create a new password.

5.2 Screenshot

Below is a screenshot of the Forgot Password page:

¢ SNAP Works About  ContactUs
-
> .
. .
- - -
l What is SNAP Works? ! What Services Does SNAP Works Offer?
SNAP Works is Arkansas' Employment & Don't have an « Schedule work assessment appointments
Training Program for SNAP Clients. SNAP Works account? o Create impactful employment plans

helps Supplemental Nutrition Assistance Sign In

" ) » Enroll work SNAP Works clients in training
Program (SNAP) clients get a job o helps them l

receive education and training that can lead to » Facilitate educational gains

ajob. « Track progress towards empioyment

— o Launch sustainable careers
This website is for Arkansas citizens who are PASSWORD
participating in the SNAP Works program. If you Are you Elgible ?
are an SNAP Works client. please ask your

provider how you can get access to the system. Forgot password? In order to participate in SNAP Works, you
1f you do not yet have a provider and would like == must receive SNAP benefits.

1o participate in the SNAP Works program. mrota roset

please visit Access Arkansas. - To see if you are eligible for SNAP

benefits, visit your local county office or
visit Access

Arkansas.

Version: RL73 : If
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Reset Password

5.3 Controls

The following table details the controls that are present on the Forgot Password page.
Each control includes a description and control type.

Controls Description Control Type

Email/Username User enters their Email or Username into this text Mandatory
box

Captcha Checkbox with procedures to ensure useris valid Mandatory

Submit Button. Submits the request to reset the user’s Mandatory

password. An email containing a temporary
password and login instructions will be sent to the
user's email address

5.4 User Actions

The following table details the actions that the user can take on the Forgot Password
page. Each action includes a description.

User Action Description

Reset Password The usercan clickthe Forgot Password? Button in order to provide
an email address to which a link will be provided and to enable the user
to answer security questions to change the forgotten password.

21



6 About Page

6.1 Overview

The About page shows general information about the SNAP Works program and
provides instructions for how to determine if the useris eligible for SNAP Works. The user
can accessthe About page by clicking on About in the upperright-hand corner of the

Log-In or Sign-Up page.

6.2 Screenshot

Below is a screenshot of the About page:

About SNAP Works

SNAP Works is Arkansas’ Employment & Training Program for SNAP Clients. SNAP Works helps Supplemental Nutrition Assistance Program (SNAP)
clients get a job or helps them receive education and training that can lead to a job.

What Services Does SNAP Works Offer? Are You Eligible?

In order to participate in SNAP Works, you must receive SNA
benefits.

o see if you are eligible for SNAP benefits, visit your local count

6.3 Controls

The following table details the controls that are present on the About page. Each control
includes a description and control type.

Controls Description Control Type
About SNAP Text displaying general information about SNAP Display only
Works Works and SNAP Works eligibility

Local County Hyperlink. Directs the userto the ContactUs page  Always enabled
Office

www.accessarka Hyperlink. Directs the userto the Access Arkansas  Always enabled
nsas.gov website
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http://www.accessarkansas.gov/
http://www.accessarkansas.gov/

User Actions

The following table details the actions that the user can take on the About page. Each
action includes a description.

Observe The usercan clickthe About link on the Log-In or Sign-Up pages to
view general information about SNAP Works and SNAP Works eligibility.

Navigate to other The user can accessthe following destinations by visiting the About
destinations page and selecting the following hyperlinks:
e Local County Office: Navigate to the Contact Us page
e www.accessarkansas.gov: Navigateto the Access Arkansas
website
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http://www.accessarkansas.gov/

Overview

The Contact Us page displays an interactive map of Arkansas counties and contact
information for all Counties and Providers. The citizen will be able to select multiple
counties by clicking the on-screen map or they can select a county fromthe Choose a
County dropdown list. County Contact Information and Provider Contact

Information sections will display contact information according to the selected counties.

Screenshot

Below is a screenshot of the Contact Us page:

L7 SNAP Works Signin

County Contact Information

Service County County Office Address County Office Phone Number TDD Number

Central Office 870-793-0666 or 1-855-506-2266 N/A

Provider Contact Information

5 Provider Office Provider Office Phone ; 2
Provider Provider Email Address
Address Number

Arkansas Department of Career
Education

William.Hunter@arkansas.gov

This site is best viewed with the latest version of Google

© 2019 State of Arkansas | All Rights Reserved . Accessibility | Privacy | Security | Accep!
Chwome. Internet Explorer, Safari or Microsoft Edge.

Version: R1.73 : 10/11/2019 02:08:59 PM

Controls

The following table details the controls that are present on the Contact Us page. Each
controlincludes a description and control type.

Choose a County Dropdown list. Allows the userto select a single Always enabled
county to view County and Provider contact
information

Arkansas Map Interactive graphic. The citizen can select one or Always enabled

multiple countieson the map to show or hide County
and Provider contact information

County Displays the contact information of the selected N/A
Information Grid county office(s)
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County Displays the county name Display only

County Office Displays the county office address Display only
Address
County Office Displays the county office phone number Display only
Phone Number
TDD Number Displays the county office TDD number Display only
Vertical Scrollbar Enables the citizen to seethe complete if the size of Conditionally
the grid is insufficient to display the information enabled
Provider Displays the contact information of the provider(s) N/A
Information Grid who serve the selected county or counties
Provider Name Displays the provider name Display only
Provider Office Displays the provider’s office address Display only
Address
Provider Office Displays the provider’ office phone number Display only
Phone Number
Provider Email Displays the provider’s email address Display only
Address
Vertical Scrollbar Enables the citizen to see the complete if the size of Conditionally
the grid is insufficient to display the information enabled

User Actions

The following table details the actions that the user can take on the Contact Us page. Each
action includes a description.

Navigation To navigate to the Contact Us page, the user can access the page by
any of the following methods:
e Openthe Citizen Portal Log In or Sign Up pages and click
Contact Us in the top right hand corner
e Logintothe SNAP Works Citizen Portal and click Contact
Us in the global navigation menu

View County and The usercan view County and Provider contact information by any of
Provider Contact the following methods:
Information ¢ Click the Choose a County dropdown list and select a county
e Hover overthe Arkansas county map and select one or more
counties on the map

County office contact information and the contact information of
Providers serving the selected county or counties will display once
selected.

Hide County and The usercan hide County and Provider contact information by any of

Provider Contact the following methods:

Information e If a countyis selectedin the Choose a County dropdown list:
Click on the dropdown list to expand the list, click the ‘Pick an
Option’value and all County and Provider contact information
will disappear
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e If one or more counties are selected on the Arkansas county
map: Click on the highlighted counties to deselect and hide
County and Provider contact information
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Overview

The Citizen Dashboard page is the “home” page when the user successfully logs into the
SNAP Works application.

The Citizen Dashboard consists of the following five tiles:

e My Information

e Alerts

e Appointments

¢ Announcements

e Activity Hours
Screenshot

Below is screenshot of the Dashboard page:

? SNAP Works B Employment Resources % ContactUs @ Welcome Coleman ~

My Information Alerts Appointments
=1
Q
™ Your next appointment is on Boone Office,
— 4 Monday 100 Little Rock Ave,
— You have “F new alerts 3:00 PM Little Rock, AR 72201
10/21/2019 (501) 367-5873
Announcements Activity Hours

10/14/2019 Report your activity and/or volunteer hours by November

5, 2019. October 2019 - Activity September 2019 - Activity
@ Plan Met @ Plan Not Met
10/10/10 25/18/_
Required/Reported/Verified Required/Reported/Verified

Report My Hours

This site is best viewed with the latest version of G‘EQ%IB State of Arkansas | All Rights Reserved £ Accessibility | Privacy | Security | Acceptable Use | FAQs

Chrome, Internet Explorer, Safar or Microsoft Edge.
o = @ Version: R1.73 : 10/11/2019 02:08:59 PM

Controls

The following table details the controls that are present on the Dashboard page. Each
controlincludes a description and control type.
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My Information

Tile. Displays the my information icon

Display only

View My Button. When selected, the useris takento the My  Always enabled
Information Information page

Alerts Displays the number of new alerts Display only
View Alerts Button. When selected, the useris takento the My  Always enabled

Alerts page

Appointments

Displays information about the citizen’s upcoming
appointment and is a hyperlink to the citizen’s My
Appointment page

Display only

View Button. When selected, the useris takento the My  Always enabled
Appointments Appointments page
Announcements Displays applicable read-only systemwide Display only
announcements administrated by DHS
Activity Hours The 'Participation Hours' Tile displays as a hyperlink  Display only

to the citizen’s Track Activity page and shows
reported and required hours, as well as a green or
red dot indicating if the Citizen has met theirplan
(green) or has not met their plan (red).

Report My
Hours

Button. When selected, the useris taken to the My
Activities page

Always enabled

User Actions

The following table details the actions that the user can take on the Dashboard page.
Each action includes a description.

Navigate Upon clicking a tile, the Citizen shall be navigated to the corresponding
pages as follows:
Button Page
View My Information My Information
View Alerts My Alerts
View Appointments My Appointments
Report My Hours My Activities
Hover over Upon hover of announcements, the tile will automatically scroll when

Announcements the length of the announcements exceeds the tile size
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Overview

The Client Summary page allows the userto view their personal and contact information.
Information such as Name, Date of Birth, and Address will display per DHS records. The
Citizen will have read-only view of this page.

Tip: If any of your Client Summary information is
incorrect, contact your local County Office.
County contact information can be found on the
Contact Us Page.

Screenshot
Below is a screenshot of the Client Summary page with three sections:
e Personal Information

e Contact Details
e Additional Contact Details

L¥ SNAP Works

& Employment Resources % ContactUs €@ Welcome Coleman ~

\ﬂ My Dashboard Client Summary H hold Summary Empl S y Eligibility Summary Enrollment Summary
—
Client Summary @
a My Information Y
Personal Information
My Appointments First Name Last Name Gender
Coleman Durkee Male
B8 My Activities
Social Security Mumber Primary Language Date of Birth
B My Documents w3400 @  English 01/01/1990

= wr
== My Requests Contact Details

Home Phone Cell Phone Work Phone
‘ My Alerts
Address Line 1 Address Line 2 City
2154 Test Main st Abbatt
State Zip County
AR 72201 Boone

Mailing Address Line 1

2154 Test Main st

Mailing Address State

Mailing Address Line 2

Mailing Address Zip Code

Mailing Address City

Abbott

AR 72201

Additional Contact Details

Preferred Contact Method Email

This site is best viewed with the latest version of Google
Chrome, Internet Explorer, Safari or Microsoft Edge.

© 2018 State of Arkansas | All Rights Reserved %

Version: R1.73 : 10/11/2019 02:08:59 PM
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Controls

The following table details the controls that are present on the Client Summary page. Each
controlincludes a description and control type.

Client Summary Grid that displays all information related to the N/A

Grid user’'s SNAP case
First Name Text box. Displays the current First Name of the user Display only
Last Name Text box. Displays the current Last Name of the user Display only
Gender Text box. Displays the Gender of the user Display only
Social Security Text box. Displays the Social Security Number Display only
Number (masked XXX-XX-####) of the user
Primary Text box. Displays the Primary Language of the user Display only
Language
Date of Birth Text box. Displays the Date of Birth of the user Display only

Contact Details Grid that displays the contact information relatedthe N/A
user’s SNAP case

Residential Text box. Displays the current Residential Phone Display only
Phone Number of the user
Message Phone Text box. Displays the current Message Phone Display only

Number of the user

Work Phone Text box. Displays the current Work Phone Number Display only
of the user

Residential Text box. Displays the current Residential Address Display only
Address Line 1 Line 1 data of the user

Residential Text box. Displays the current Residential Address Display only
Address Line 2 Line 2 data of the user

Residential City Text box. Displays the current Residential City of Display only

the user
Residential Text box. Displays the current Residential Stateof Display only
State the user
Residential Zip Text box. Displays the current Residential Zip Code Display only
of the user
Residential Text box. Displays the current Residential County of Display only
County the user
Mailing Text box. Displays the current Mailing Address Line Display only
Address Line 1 1 data of the user
Mailing Text box. Displays the current Mailing Address Line Display only

Address Line 2 2 data of the user

Mailing City Text box. Displays the current Mailing City of the Display only
user

Mailing State Text box. Displays the current Mailing State of the Display only
user
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Mailing Zip Text box. Displays the current Mailing Zip Code of  Display only

the user
Additional Grid that displays any additional contact information N/A
Contact Details captured by the Citizen’s Provider.
Grid
NOTE: Additional Contact Details may be empty if
not recorded by the Provider.
Preferred Text Box. Displays the contact method preferredby Display only
Contact the Citizen. Possible contact methods displayed here
Method are: Email, In Person, Mail, Message Phone,
Residential Phone, and Work Phone.
Email Text Box. Displays the current email address of the Display only
user
Primary Text Box. Displays the Primary Language forthe Display only
Language user. Defaults to English

Secondary Text Box. Displays the Secondary Language forthe Display only
Language user

Opt In forText Text Box. Displays whetherthe Citizen has chosen Display only
Message Alerts to receive text message alerts

Tooltip Always enabled

Hover or clickonthe @ iconto display helpful
information about the Client Summary page.

User Actions

The following table details the actions that the user can take on the My Information. Each
action includes a description.

}/i?w Help The citizen can hoverorclickon the 0 icon to display helpful
nrormation information about the Client Summary page in the tool tip.
View Social The citizen can click on the Eye to view their complete SSN

Security Number

Observe Observe summary information associated to the citizen user
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Overview

The Household Summary page can display a list of all the people that are in the SNAP
household. The Citizen will have read-only view of this page.

Screenshot

Below is a screenshot of the Household Summary page:

; SNAP WDI'kS & Employment Resources % ContactUs € Welcome Coleman ™
il My Dashboard Client Summary Household Summary Employment Summary Eligibility Summary Enrollment Summary
~ Household Summary @
a My Information
. . . Work Participation .
Name Relationship Gender Date of Birth Status Other Characterstics
ﬁ My Appointments Caleman Durkee Self Male 01/01/1990 Mandatory-SNAP
as

o® My Activities
E My Documents

E My Requests

‘ My Alerts

This site is best viewed with the latest version of qugﬁw State of Arkansas | All Rights Reserved

s
P
5 P Version: R1.73 : 10/11/2019 02:08:58 PM

Chrome, Internet Explorer, Safari or Microsoft Edﬁe.

Controls

The following table details the controls that are present on the Household Summary page.
Each controlincludes a description and control type.

Household Grid that displays all household information related  N/A
Summary Grid to the User’s SNAP case
Name Displays Name of individual(s) in the citizen Display only
household
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Relationship Displays Relationship of individual(s) in the citizen Display only
household
Gender Displays Gender of individual(s) in the citizen Display only
household
Date of Birth Displays Date of Birth of individual(s) in the citizen  Display only
household
Work Displays Work Participation Status of individual(s) in Display only
Participation the citizen household
Status
Other Displays Other Characteristics of individual(s) in the Display only
Characteristics citizen household
Pagination Allows the userto page through the results when Conditionally
Control there are more than 10 records presented enabled
Tooltip Hover or clickon the o icon to display helpful Always enabled

information about the Household Summary page

User Actions

The following table details the actions that the user can take on the My Information. Each
action includes a description.

Observe Observe summary information associated to the citizen’s household
View Help The citizen can hoverorclickon the 0 icon to display helpful
Information

information about the Household Summary page in the tool tip.
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Overview

The Employment Summary page will display the Citizen’s previous employment records on
record in the State’s eligibility system. The user will have read-only view of this page.

Screenshot

Below is a screenshot of the Employment Summary page:

? SNAP Works & Employment Resources % ContactUs @ Welcome Coleman ~
ail My Dashboard Client Summary Household Summary Employment Summary Eligibility Summary Enrollment Summary
———
Employment Summary €&
a My Information
Employer Employment Type Employment Start Date Employment End Date
ﬁ My Appointments o Rows Ta Show

B8 My Activities

N
E My Documents

—
= My Requests

‘ My Alerts

This site is best viewed with the latest version of G‘?@%w State of Arkansas | All Rights Reserved 5&1 Accessibility | Privacy | Security | Acceptable Use | FAQs

chi Inte it Expl Saf: Mie ft Edi
e e Version: RL73 : 10/11/2019 02:08:59 PM

Controls

The following table details the controls that are present on the Employment Summary
page. Each control includes a description and control type.

Employment Grid that displays all employment information on N/A
Summary Grid record in the State’s eligibility system
Employer Displays the user’'s Employer Display only
Employment Displays the Employment Type of the citizen Display only
Type
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Employment Displays the user’s Employment Start Date Display only
Start Date
Employment Displays user’s Employment End Date Display only
End Date
Pagination Allows the userto page through the results when Conditionally
Control there are more than 10 records presented enabled
Tooltip Hover or click on the o icon to display helpful Always enabled

information about the Employment Summary page

User Actions

The following table details the actions that the user can take on the Employment
Summary page. Each action includes a description.

Observe Observe summary information associated to the citizen’s employment
history.

View Help The usercan hoveror clickon the L) icon to display helpful

Information

information about the Employment Summary page in the tool tip.
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Overview

The Eligibility Summary page displays information related to the user’'s SNAP eligibility.
This page displays the eligibility records and SNAP benefit information on file with DHS.
The Citizen will have read-only view of this page.

Screenshot

Below is a screenshot of the Eligibility Summary page:

; SNAP works & Employment Resources % ContactUs €@ Welcome Coleman ~
\ﬂ My Dashboard Client Summary Household Summary Employment Summary Eligibility Summary Enrollment Summary
—————

Eligibility Summary &
I a My Information < J &/

Program Type ABA Months Certification Period Dates Benefit Amount Service County

@ My Appointments SNAP 1 04/01/2018 - 09/01/2018 $192.00 Boone

88 My Activities

N
E My Documents

—
= My Requests

‘ My Alerts

Wb vl el o o G'Egﬁl‘) State of Arkansas | All Rights Reserved

&

Chrome, Internet Explorer, Safan or Microsoft Edge. @

Version: R1.73 : 10/11/2019 02:08:59 PM

Controls

The following table details the controls that are present on the Eligibility Summary page.
Each controlincludes a description and control type.

Eligibility Grid that displays all eligibility information relatedto N/A
Summary Grid the user’s SNAP case

Program Type Name of the Program the useris enrolled into SNAP Display only
Works through
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ABA Months Number of Able-Bodied Adults month countin SNAP Display only
Works. No data will display in this field for
Volunteers
Certification The Begin and Ending Dates that the Useris Display only
Period Dates  currently certified. Format mm/dd/yyyy -
mm/dd/yyyy

Benefit Amount

The amount of SNAP benefits that the User currently Display only
receives

Service County

The county in which the Useris receiving their SNAP Display only
Assistance through. The Service County and the
County that the Userlives in may not match

Pagination Allows the userto page through the results when Conditionally
Control there are more than 10 records presented enabled
Tooltip Hover or click on the i icon to display helpful Always enabled

information about the Eligibility Summary page

User Actions

The following table details the actions that the user can take on the Eligibility Summary
page. Each action includes a description.

Observe Observe summary information associated to the citizen’s eligibility
history

View Help The usercan hoveror clickon the o icon to display helpful

Information

information about the Eligibility Summary page in the tool tip.
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Overview
The Enroliment Summary page will display the citizen’s SNAP Works case information to

show overall progress corresponding to the citizen’s records. The Citizen will have read-
only view of this page.

Screenshot

Below is a screenshot of the Enrollment Summary page:

? SNAP Works & Employment Resources % ContactUs € Welcome Coleman
il My Dashboard Client Summary Household Summary Employment Summary Eligibility Summary Enrollment Summary
Enroliment Summary @
a My Information
Referral Date Service County Assigned Provider
ﬁ My Appointments
04/22/2019 Boone Test2
[ 1] S
mm My Activities Assessment Date
06/03/2019
n
E My Documents
Employment Plan Start Date Estimated Plan Completion Date
= My Requests 08/01/2019 11/30/2019
Employment Plan Status Emploment Plan Status Date
‘ My Alerts
Open 06/03/2019
Is case closed ? Yes o No

L _ . /A
This site is best viewed with the latest version of Gegglfy, g siate of Arkansas | All Rights Reserved £

‘Chrome, Internet Explorer, Safan or Microsoft Edge. @ _
Version: R1.73 : 10/11/2019 02:08:59 PM

Controls

The following table details the controls that are present on the My Information page. Each
controlincludes a description and control type.

Referral Date Text box. Displays the date the most recent referral Display only
was received
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Assigned Text box. Displays the provider assigned to the Display only
Provider citizen

Assessment Date Text box. Displays the most recent Assessment Display only
Date. If an Assessment has not been conducted, the
field will be blank

Employment Plan Text box. Displays the most recent Employment Display only
Start Date Plan’s Start Date. If an Employment Plan has not
been created, the field will be blank

Estimated Plan  Text box. Displays the most recent Employment Display only
Completion Date Plan’s Estimated Completion Date. If an
Employment Plan has not been created, the field will

be blank
Employment Plan Text box. Displays the most recent Employment Display only
Status Plan’s Status. If an Employment Plan has not been

created, thefield will be blank

Employment Plan Text box. Displays the date the Employment Plan’s  Display only
Status Date Statuswas set. If an Employment Plan has not been
created, thefield will be blank

Is caseclosed? Radio buttons. Displays either as open or closed Display only
based upon the status of the case

Tooltip Always enabled

Hover or click on the 0 icon to display helpful
information about the Enrolilment Summary page

User Actions

The following table details the actions that the user can take on the My Information. Each
action includes a description.

Observe Observe summary information associated to the citizen’s enroliment
history.
View Help The citizen can hoverorclickon the 0 icon to display helpful

Information information about the Enrollment Summary page in the tool tip.
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Overview

The My Appointments page displays a list of all the Appointments, both past and future,
that have been scheduled for a user. Details including indications as to whether the Citizen
attended the meeting are included.

Screenshot

Below is a screenshot of the My Appointments page.

; SNAP Wnrks % Employment Resources % ContactUs @ Welcome Coleman ~

il My Dashboard Appointment Summary ©

Date & Time Created By Type Method Location Status
a My Information 1042172019 3:00 PM Alex Mitchell Assessment In Office Boone Office Rescheduled
10/21/2019 3:00 PM Alex Mitchell Assessment In Office Boone Office Scheduled
% My Appointments 06/06/2019 %00 AM Melly Marchl Assessment In Office Boone Office Show
05/20/2019 2:00 PM Neha Nag Kolla Assessment In Office Boone Office Show
== My Activities 05/09/2019 4:20 PM Molly Marchl Follow Up In Office EBoone Office Show

05/09/2019 415 PM Molly Marchl Follow Up Online Boone Office No Show

N 1to6of6
E My Documents

== My Requests

‘ My Alerts

@ If you want to schedule a new appointment or reschedule an existing one, click here to request a
change. Your provider will contact you by phone or email to review your request with you.

This site is best viewed with the latest version of G@géﬁlg State of Arkansas

Chrome, Internet Explorer, Safan or Microsoft Edge.

Version: R1.73 : 10/11/2019 02:08:59 PM

Controls

The following table details the controls that are present on the My Appointments page.
Each controlincludes a description and control type.

My Appointments Grid that displays appointment information related  N/A
Grid to the User’s SNAP case

Appointment Displays the Date and Time of the scheduled Display only
Date & Time appointment
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Appointment Displays the name of the person who created the Display only
Created By Appointment record

Appointment Displays the type of appointment Display only
Type

Appointment Displays the method of how the appointment was Display only
Method intended to be conducted

Appointment Displays the location of the appointment Display only
Location

Appointment Displays the status of the appointment Display only
Status

Pagination Allows the userto page through the results when Conditionally
Control there are more than 10 records presented enabled
Tooltip Hover or clickon the L icon to display helpful Always enabled

information about the Appointments page

Instruction Text

Describes how to schedule or re-schedule an
appointment with the Citizen’s Provider with a
hyperlink to the My Requests page.

Always enabled

User Actions

The following table details the actions that the user can take on the My Appointments
page. Each action includes a description.

Observe Observe information associated to the citizen’s appointment history.

Y'?W Help The citizen can hoverorclickon the o icon to display helpful
nrormation information about the My Appointments page in the tool tip.
Navigate Click the Click Here hyperlink to access the My Requests page to

request a new appointment or re-schedule an existing appointment.
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Overview

The My Activities - Track Activity page enables a Citizen to view the Components they are
enrolled in and the hours they are required to complete. The citizen can report their
completed hours and submit them to their Provider for verification.

TIP: When the activities are ready to be entered

for the month, you must click the Submit button

and Confirm to submit the hours to your Provider
for review.

Note that hours will not be able to be edited once
Submitted.

Screenshot

Below is a screenshot of the My Activities — Track Activity page:

? SNAP Works B Employment Resources % Contact Us € Welcome John ~

m My Dashboard Track Activity
——

Track Activity @
a My Information

Month

@ My Appointments October 2019 v

== My Activities @ You have submitted 17 hours for the month of October 2019. Your Provider is in the process of
verifying your hours.

>
E My Documents

— Month Activit Required Hours Reported Hours Verified Hours
= My Requests 2 ~ E

10/2019 GED/Basic Skills/Literacy 5 5 v 00 v
‘ My Alerts 10/2019 English a5 3 2nd Langua... 33 = v 00 v
10/2019 Vocational Training 5 5 v Q0 v

SAVE SUBMIT

@ Required Hours are the hours you need to complete for each activity for the month.

@ Reported Hours are the number of the hours you have reported for each activity for the month. You
can change this number using the dropdown list.

@ Verified Hours are the hours your provider has confirmed that you did during the manth.

is site is best viewed with the latest version of Google Chrome, Intemet Explorer, Safari or Microsoft Edge = Version: R1.78 : 10/21/2019 04:29:10 PM

Controls
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The following table details the controls that are present on the My Activities - Track
Activity page. Each control includes a description and control type.

Month Dropdown list. Always the userto be able all open Always enabled
months or a specific month related to the selected
Employment Plan. Defaults to All Open

Track Activity Displays a grid of the activities for the selected N/A

Grid Employment Plan
Month Displays the Month and Year of the activity Display only
Activity Displays the name of the activity Display only
Required Displays the number of Authorized Hours that have Display only
Hours been assigned to the activity
Reported Display the number of Reported Hours that have Display only
Hours been assigned to the activity

Verified Hours Display the number of Verified Hours that have been Display only
assigned to the activity

Submit Button that enables the citizen to submit theirhours Conditionally
to their Provider. Once submitted, the Track Activity enabled
Grid will become read-only

Save Button that enables the citizen to save their hours Conditionally
prior to submitting enabled
Pagination Allows the userto page through the results when Conditionally
Control there are more than 10 records presented enabled
Tooltip Hover or clickon the L icon to display helpful Always enabled

information about the Track Activity page

User Actions

The following table details the actions that the user can take on the My Activities - Track
Activity page. Each action includes a description.

Observe Observe information associated to the citizen’s tracked activities

The citizen can hoverorclickon the 0 icon to display helpful
information about the Track Activity page in the tool tip.

View Help
Information

Report Activity  The citizen can enter their completed activity hours and click the Save

Hours button to savethe hours. When the citizen is ready to submit their
completed activity hours to their Provider, the citizen canclick the
Submit button. Once submitted, the Provider will verify that the citizen
completed the hours reported and that verification will appearin the
Verified Hours column.
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Overview

The My Activities - Volunteer page will display a participant’s Volunteer (also know as
Comparable Workfare) information, if applicable. The Citizen will be able to see their
previously recorded Volunteer activities, record new Volunteer activity by clicking on the
Add New button, and upload documents related to Volunteer activities on this page.

TIP: If a Citizen is a Volunteer only, the left
navigation options will be limited to only:
e My Dashboard
e My Information
e My Activities
e My Documents
e My Alerts

Screenshot

Below is a screenshot of the My Activities — Volunteer page (upon clicking the Add New
button).

& Employment Resources % ContactUs @ Welcome Bradley ~

¥ SNAP Works

[shl My Dashboard Volunteer

Volunteer
& My Information ©

Month
88 My Activities August 2019
B My Documents © vou are requirect to complete 9 hours of Vlunteer this month. You must SUBMIT your hours to receive credit ‘

ADD NEW
B Wy Aerts
Organization Name Montn Reported Hours Verfied Hours

Church 08/2018

Action
Little Rock Children's Hospi... ~ 08/2019 a
SUBMIT

© Reported Hours are the number of the hours you have reported for each Volunteer activity for the month. If you have
not submitted your hours for the month yet, you can change this number by clicking the Edit button.
@ Verified Hours are the hours DHS has confimed that you did during the month,

New Volunteer
Activity Details
Number of Hours Month Activity
| 08/2019 I Non-Profit Organization
rganization Description Organization Street Address

o

Version: R178 : 10/21/2019 04:29:10 P!

*
© 2019 State of Arkansas | All Rights Reserved % Accessibility | Privacy | Security | Acceptable Use | FAQs
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Controls

The following table details the controls that are present on the My Activities — Volunteer
page. Each control includes a description and control type.

Volunteer Grid Displays a grid of the hours reported and verified for N/A
organization(s) during the selected period.

Number of Dropdown for entry of the number of hours reported Mandatory
Hours by the citizen

Number of Dropdown for entry of a partial hour of activity Mandatory
Minutes reported by the citizen

Month Text box. Allows the userto entermonthand year  Mandatory

for the Comparable Workfare being reported.
Format: mm/yyyy

Activity Dropdown. Allows the userto specify the type of Mandatory
Comparable Workfare Activity being reported.

Organization = The name of the organization for which a citizen Display only

Name documents Comparable Workfare.

Month The month for which Comparable Workfare is Display only
Reported or Verified

Reported Displays the number of hours that the citizen is Display only

Hours reporting as completed during a given month

Verified Hours Displays the number of hours that the Service Display only

Provider has verified as having been completed by
the citizen during the given month

View Button. Opens a read-only version of the record Always enabled
Pagination Allows the userto page through the results when Conditionally
Control there are more than 10 uploaded documents enabled
Add New Add New Button can be clicked to display fields for = Always enabled
the citizen to document Comparable Workfare
information
Organization = The name of the organization reported by the citizen Mandatory
Name for which Comparable Workfare is being documented
Organization  The description of the organization reported by the = Mandatory
Description citizen for which Comparable Workfare is being
documented

Organization  The street address of the organization reported by Mandatory
Street Address the citizen for which Comparable Workfare is being

documented
Organization = The mailing address of the organization reportedby Mandatory
Mailing the citizen for which Comparable Workfare is being
Address documented

Organization = The phone number of the organization reported by = Mandatory
Phone Number the citizen for which Comparable Workfare is being
documented
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Organization  The fax number of the organization reported by the Mandatory
Fax Number citizen for which Comparable Workfare is being
documented
Supervisor The supervisor name reported by the citizen for Mandatory
Name which Comparable Workfare is being documented
Supervisor The supervisor phone number reported by the citizen Mandatory
Phone Number for which Comparable Workfare is being documented
Supervisor The supervisor email address reported by the citizen Mandatory
Email Address for which Comparable Workfare is being documented
Uploaded Grid that displays the documents that were N/A
Documents Grid previously uploaded
NOTE: Documents must be PDF, PNG, or JPG file
types to be uploaded
File Name Displays the name of the file that was uploaded Display only
Date Displays the date of the document upload Display only
Size Displays the size of the uploaded document Display only
Progress Displays the status of the upload progress Display only
View Button. Opens a read-only version of the uploaded Always enabled
document
Delete Button. Deletes the document fromthe Upload Always enabled
Documents Grid
Pagination Allows the userto page through the results when Conditionally
Control there are more than 10 records presented enabled
Save Button. Validates the fields have been documented Conditionally
and records the entry enabled
Tooltip Hover or clickon the i icon to display helpful Always enabled

information about the Volunteer page

User Actions

The following table details the actions that the user can take on the My Activities -
Comparable Workfare page. Each action includes a description.

Add Volunteer

The citizen can add information into the Volunteer grid by clicking the

Information Add New button, documenting the mandatory fields, and then by
clicking the Save button
YI?W Heip The citizen can hoverorclickon the o icon to display helpful
nrormation information about the Volunteer page in the tool tip.
Selectand The citizen can upload a document by clicking the Select File Button,
Upload File choosing the file intended for upload, and then by clicking the Upload

Button
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Download File The citizen can download previously uploaded documents by clicking
the Eye button for the corresponding document
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Overview

The Documents page will enable the citizen to upload and view pertinent information for
their case. Theuser may select the following types of documents for upload:

e Employment Plan

e Certifications

e Test Scores

e Comparable Workfare

e Good Cause/Exemption

e Reimbursement Information
e Other

TIP: Documents must be PDF, PNG, or JPG file
types to be uploaded.

Screenshot

Below is a screenshot of the Documents page.

a SNAP Works 2 Employment Resources % Contact Us @ Welcome Coleman ~

Iﬂ My Dashboard Documents Notices

Documents ©
a My Information

Document History

% MhAppointments Document ID Document Type Uploaded Date Uploaded By Action

241 Emplayment Plan 8/27/2019 HannahCartwright

88 My Activities

E My Documents Do you have a document to upload ? o Yes No

( Maximum file size: 5SMB and Allowed file format: PDFJPEG,PNG )

—_—
= My Requests
® You can upload a document using your computer or mobile device. Choose the type of document you

want to upload, and then click Select File to choose the document on your computer or device that you

‘ My Alerts want to upload.

Upload new document

Document Type

Employment Plan v

File Name Size Progress

No Rows To Show

Select File &Upload

This site is best viewed with the latest version of Ggoglet1 g cyata of Arkansas | All Rights Reserved

Chrome, Internet Explorer, Safan or Microsoft Edge. _
Version: R1.73 : 10/11/2019 02:08:59 PM
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Controls

The following table details the controls that are present on the My Documents page.
Each control includes a description and control type.

Documents Grid

Displays a grid of uploaded documents applicable for N/A

the citizen
Document ID  Displays the systemgenerated ID for the uploaded Display only
document
Document Displays the type of document specified during the  Display only
Type upload process
Uploaded Date Displays the date of the document upload Display only
Uploaded By Displays the name of the document uploader Display only
View Button. Allows the userto download and view the Always enabled
uploaded document
Delete Button. Allows the userto delete an uploaded Always enabled
document
Pagination Allows the userto page through the results when Conditionally
Control there are more than 10 records presented enabled

Do you have a
document to

Radio buttons. Selecting Yes allows the citizen to
proceed with steps to complete an upload

Always enabled

upload?
Document Type Dropdown the citizen canuse to specify thetypeof Conditionally
document being uploaded enabled
File Upload Grid  Grid that displays the documents for upload N/A
File Name Displays the name of the file that was uploaded Display only
Size Displays the size of the document Display only
Progress Displays the status of the upload progress Display only
Pagination Allows the userto page through the results when Conditionally
Control there are more than 10 records presented enabled
Select File Button. Opens the computer’s file browserto select Conditionally
the file that is intended for upload enabled
Upload Button. Uploads the file to the SNAP Works system  Conditionally
enabled
Tooltip (1) Always enabled

Hover or clickon the icon to display helpful
information about the Documents page

User Actions

The following table details the actions that the user can take on the My Documents
page. Each action includes a description.
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Upload
Document

The citizen can upload a document by clicking on the “Yes” radio button
in response to the question *Do you have a document to upload?”
Then, the user will click the Select File button, choose the
corresponding document, and click the Upload button. A pop-up
message will display asking the userto confirm their document upload.
If confirmed, the document will be successfully uploaded.

Download File

The citizen can download previously uploaded documents by clicking
the View button for the corresponding document.

Delete File The citizen can delete previously uploaded documents by clicking the
Delete button forthe corresponding document.

View Help The citizen can hoverorclickon the o icon to display helpful

Information

information about the Documents page in the tool tip.
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Overview

The Notices page will allow Citizens to view and print informative systemgenerated
notices regarding appointments, Good Cause decisions, etc.

Screenshot

Below is a screenshot of the Notices page:

; SNAP Works 2 Employment Resources % ContactUs @ Welcome Coleman ~
Iﬂ My Dashboard Documents Notices
Notices @

& My Information

Document ID Notice Type Generated Date Action
@ My Appointments 100066 Schedule Appointment 08/27/2019

100067 Schedule Appointment 05/09/2019
as PR
am My Activities

100182 Schedule Appaintment 06/03/2019

100183 Employment Flan 06/03/2019 View

E My Documents

E My Requests

‘ My Alerts

This site is best viewed with the latest version of Gaagla; g
Chrome, Internet Explorer, Safan or Microsoft Edge. _
» Version: R1.73 : 10/11/2019 02:08:59 PM

Controls

The following table details the controls that are present on the My Requests page. Each
controlincludes a description and control type.

Notices Grid Displays a grid of systemgenerated notices N/A
applicable to the citizen
Document ID  Displays the systemgenerated ID of the notice Display only
Notice Type Displays the type of notice (Appointment, Good Display only

Cause Decision, etc.)
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Generated Displays the date the notice was created Display only
Date
View Button. Allows the userto view a read-only version Always enabled
of the notice
Pagination Allows the userto page through the results when Conditionally
Control there are more than 10 records presented enabled
Tooltip Hover or click on the o icon to display helpful Always enabled

information about the Notices page

User Actions

The following table details the actions that the user can take on the My Requests page.
Each action includes a description.

View Notice The citizen can click on the View button corresponding to a noticeto
view a read-only version of it

View Help The citizen can hoverorclickon the o icon to display helpful

Information

information about the Notices page in the tool tip.
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Overview

The My Requests page shows all Appointment, Good Cause, and Exemption requests
submitted by the Citizen in the SNAP Works Citizen Portal. Clicking Create New
Request will allow a citizen to request an Appointment, Good Cause, or Exemption. In
the event there is already an upcoming appointment scheduled, the Citizen may request
to re-schedule the appointment on the My Requests page.

Screenshot

Below are three screenshots of the My Requests page:

; SNAP Wurks 2 Employment Resources % ContactUs @ Welcome Coleman ~
Ri ts
m My Dashboard SIS
CREATE NEW REQUEST
& My Information
Request Type Requested Date Request Status Action
Appointment request 09/18/2019 Submitted View

% My Appointments
B8 My Activities

A

E My Documents

== My Requests

‘ My Alerts

This site i best viewed with the latest version of Gg9gl6)1 Syt of Arkansas | All Rights Reserved

-~
£,
g y Version: R1.73 : 10/11/2019 02:08:59 PM

Chrome, Internet Explorer, Safari or Microsoft Edge.
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& Employment Resources . Contact Us © Welcome Coleman ~

L¥ SNAP Works

Create New Request @

m My Dashboard
Request Status

Not Submitted

Request Type

‘ My Information o Appointment
Good Cause / Exemption

% My Appointments

My Activities © Your next appointment is Monday 3:00 PM 10/21/2019. If you want to schedule a new appointment
or reschedule an appeointment, update the box below with when you want to schedule or reschedule your
appointment. Your provider will contact you by phone or email about your request.

L
E My Documents
Notes

would like to request to reschedule my appointment to 4:00 PM on 10/21/2019.

—
= My Requests

‘ My Alerts 4
78/4000 Characters

SUBMIT

This site is best viewed with the latest version of Ggggi-'alg State of Arkansas | All Rights Reserved
5 Version: R1.73 : 10/11/2019 02:08:53 PM

Chrome, Intemet Explorer, Safari or Microsoft Edge.

2 Employment Resources % ContactUs @ Welcome Coleman ~

L¥ SNAP Works

Al My Dashboard Create New Request @

Request Status

Reguest Type
Not Submitted

Appointment

a My Information
o Good Cause / Exemption

ﬁ My Appointments
€ Reasons you can request Good Cause include Iliness, Injury, Lack of child care, Lack of transportation,
. Other
My Activities
© Exemptions are life situations that mean you may not have to do or repert activities. Those include
& i ; , i /
E My Documents Pregnan(yr Physltslly,fmenta.\l} Unfit for employment, Disabled, Drug/Alcohol Rehab program, Homeless,
Qver age 50 or older, Child in the home under 18
—-— .
—— My Requests Month Reason Potential Qutcome:
| 08/2019 I Injury r Good Cause
‘ My Alerts
Notes

Injured in a car accident. Cannot work for 3 weeks.

4
5174000 Characters

SUBMIT

_~
£ Accesibilit

This site is best viewed with the latest version of Ggggiﬁlg State of Arkansas | All Rights Reserved
Chrome, Intemnet Explorer, Safari or Microsoft Edge. - y = oo e AT (T BT
ersion: .30 2Uat.
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Controls

The following table details the controls that are present on the My Requests page. Each
controlincludes a description and control type.

Requests Grid Displays a grid of requests completed N/A

Request Type Displays as either“Appointment” or“*Good Cause/  Display only
Exemption” based on the selection during the
creation of the request

Requested Displays the date the request was created Display only
Date
Request Status Displays the status of the request to indicate Display only
whetherit is pending or completed
View Button. Allows the userto view a read-only version Always enabled
of the notice
Pagination Allows the userto page through the results when Conditionally
Control there are more than 10 records presented enabled
Create New Button. Used to start a new “Appointment”or“Good Always enabled
Request Cause / Exemption” Request
Request Type Radio Buttons. Select “"Appointment” or *Good Cause Conditionally
/ Exemption” to specify the type of request enabled
Month Enables the citizen to specify the date. Format: Mandatory
mm/yyyy
Reason Dropdown list. Enables the citizen to specify the Mandatory
request reason
Notes Text box. Enables the citizen to enter the detailed Mandatory
information applicable to the request
Submit Button. Savesthe request and submits the requests Conditionally
to the Provider or DHS Worker enabled

NOTE: All mandatory fields must be entered to
submit the reqeust

Tooltip Always enabled

Hover or clickon the o icon to display helpful
information about the My Requests page

User Actions

The following table details the actions that the user can take on the My Requests page.
Each action includes a description.

View existing The citizen can view a read-only version of a request by clicking on the
request View button corresponding to the request in the My Requests table
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Create New The citizen can create a new request by clicking on the Create New
Request Request button, documenting the applicable request details, and
clicking on the Submit button

View Help

X The citizen can hover orclickon the @ iconto display helpful
Information

information about the My Requests page in the tool tip.
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Overview

Informational Alerts about New Notices, Reimbursements, Exemption, Good Cause, and
Activity Hours will display on the Citizen’s My Alerts page. Each Alert will have an
Acknowledge button and a Go To button. The user will click the Acknowledge button
to acknowledge the Alert and delete the Alert fromthe page and will clickthe Go To
button to navigate to the corresponding page in the SNAP Works Citizen Portal to
view more details.

The possible alerts types that may appear on this page include:

e New Notice Alert

e Reimbursement Alert

e Exemption Decision Alert
e Good Cause Decision Alert

e Hours Denied Alert

Screenshot

Below is a screenshot of the My Alerts page.

; SNAP Works &1 Employment Resources % ContactUs @ Welcome Coleman ~
il My Dashboard New Alerts Alert History
New Alerts €
a My Information
q @ These are alerts about actions that have been taken on your account or case, Click Acknowledge to let
My Appointments -
us know you have seen the alert. You can click Go to to see the details before you acknowledge the alert.
@After you acknowledge the alert, you will nat see the alert in this list. Alerts will remain in the Alert
== My Activities History page for 90 days.
N Summary

E My Documents

Alert Date Description Action
o— 08/27/2019 A new document has posted to your account
= My Requests ol P ¥

08/27/2019 Your Reimbursement request has been approved for

‘ My Alerts $50
08/27/2019 Hours have been denied for GED/Basic
Skills/Literacy for the month of 08/201
08/08/2019 ‘Your Reimbursement request has been approved for
$50

Acknowledge All

This site is best viewed with the latest version of Geaglgy g gtate of Arkansas | All Rights Reserved == Accessibility | Privacy | Security | Acceptable Use | FAQs

Chrome, Internet Explorer, Safan or Microsoft Edﬁe. @

Version: R1.73 : 10/11/2019 02:08:55 PM

Controls
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The following table details the controls that are present on the My Alerts page. Each
controlincludes a description and control type.

Alerts Summary Displays a grid of alerts not yet acknowledged by the N/A
Grid citizen

Date Displays the date an alert was invoked Display only

Description Displays information regarding the type of alert Display only

Acknowledge Button. Displayed in the action columntoenablea  Always enabled
user to acknowledge the corresponding alert

Go To Button. Displayed in the action column to enable a Always enabled
user to go to the page in the SNAP Works Citizen
Portal corresponding to the selected alert

Pagination Allows the userto page through the results when Conditionally
Control there are more than 10 records presented enabled

Acknowledge All Button. Enables the userto acknowledge all alerts Always enabled
currently visible in the grid

Tooltip Always enabled

Hover or clickon the o icon to display helpful
information about the New Alerts page

User Actions

The following table details the actions that the user can take on the My Alerts page.
Each action includes a description.

Observe The citizen can view any alerts that have not yet been acknowledged

Acknowledge The citizen can acknowledge a specific alert by clicking on the

Alert Acknowledge button in the action column corresponding to the alert
record

Go To Alert The citizen can select Go To on any alert to navigateto the alert’s

corresponding page in order to view more information about the alert.
Each alert will navigate the userto the pages as shown below:

Alert Page

New Notice Alert My Documents - Notices page
Reimbursement Alert My Requests page

Exemption Decision Alert My Requests page

Good Cause Decision Alert My Requests page

Hours Denied Alert My Activities page

Acknowledge All The citizen can acknowledge all alerts currently displayed in the grid by
clicking on the Acknowledge All button

View Help (i ]

Information icon to display helpful information about the

Hover or click on the
New Alerts page
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Overview

Informational Alerts about New Notices, Reimbursements, Exemption, Good Cause, and
Hours that have been previously acknowledged will display on the Citizen’s My Alerts
page. Each Alert will have a Go To button. The user will clickthe Go To buttonto
navigate to the corresponding page in the SNAP Works Citizen Portal to view more
details.

The possible alerts types that may appear on this page include:
New Notice Alert

Reimbursement Alert

Exemption Decision Alert

Good Cause Decision Alert

Hours Denied Alert

Tip: Acknowledged alerts will be automatically deleted
from the Alert History page after 90 days.

Screenshot

Below is a screenshot of the Alerts History page.

; SNAP Works @ Employment Resources % ContactUs @ Welcome Coleman »

g _ . -
This site is best viewed with the latest version of Geagly) g ciate of Arkansas | All Rights Reserved £

Chrome, Internet Explorer, Safari or Micrasoft Edge. p

il My Dashboard New Alerts Alert History

Alert History ©
6 My Information

Summary
m My/Appoiments Alert Date Description Action
08/08/2019 Your Reimbursement request has been approved for
as S
@8 My Activities $50

N
E My Documents
—
=]

== My Requests

‘ My Alerts

Version: R1.73 : 10/11/2019 02:08:59 PM

59



Controls

The following table details the controls that are present on the My Alerts page. Each
controlincludes a description and control type.

Alerts Summary Displays a grid of alerts not yet acknowledged by the N/A

Grid citizen
Date Displays the date an alert was invoked Display only
Description Displays information regarding the type of alert Display only
Go To Button. Displayed in the action columnto enablea  Always enabled

user to go to the page in the SNAP Works Citizen
Portal corresponding to the selected alert

Pagination
Control

Allows the userto page through the results when Conditionally
there are more than 10 records presented enabled

Acknowledge All

Button. Enables the user to acknowledge all alerts Always enabled
currently visible in the grid

Tooltip

Hover or clickon the o icon to display helpful Always enabled

information about the Alert History page

User Actions

The following table details the actions that the user can take on the My Alerts page.
Each action includes a description.

Observe

The citizen can view any alerts that have not yet been acknowledged

Acknowledge
Alert

The citizen can acknowledge a specific alert by clicking on the
Acknowledge button in the action column corresponding to the alert

record
Go To Alert The citizen can select Go To on any alert to navigateto the alert’s
corresponding page in order to view more information about the alert.
Each alert will navigate the userto the pages as shown below:
Alert Page
New Notice Alert My Documents - Notices page
Reimbursement Alert My Requests page
Exemption Decision Alert My Requests page
Good Cause Decision Alert My Requests page
Hours Denied Alert My Activities page
View Help Hover or click on the o icon to display helpful information about the
Information

Alert History page
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Overview

Citizens can take surveys distributed by SNAP Works System Administrators on the
Survey page. When there is a survey available, the Survey tab will display in the Left

Navigation menu. The Survey tab will disappear from the menu when there is not a
survey available.

Screenshot
Below is a screenshot of the Surveys page:

L¥ SNAP Works

Zx Employment Resources % Contact Us © Welcome Hannah ~

|ﬂ My Dashboard SHEy
a My Information
App Feedback Survey
ﬁ My Appointments
[ 1] - . . -
@8 My Participation Thank you for using our app! We'd like to ask you about your impressions of our app to help us
better serve you.
ﬁ My Documents
. Overall, how would you rate the app?
—
= My Requests
Excelle
‘ My Alerts Very good
Good
4 Survey
Poor
2. How visuzlly appealing is the app?
Extremely appealing
Very appealing

© 2019 State of Arkansas | All Rights Reserved

i‘l
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Controls

The following table details the controls that are present on the Survey page. Each
controlincludes a description and control type.

Survey Questions Survey questions and answer options will display for Mandatory

& Answers the Citizen to complete
Submit Button. Enables the userto submit theirresponses  Conditionally
to the survey enabled
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User Actions

The following table details the actions that the user can take on the Survey page. Each
action includes a description.

Complete Survey If a survey is available to be submitted, the citizen can click Survey
tab in the left navigation menu. The citizen can then enter their
responses to the questions and click the Submit button to complete
the survey.
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23 FAQ Page

Overview

Citizens can find frequently asked questions and answers about the SNAP Works
Program as well as the SNAP Works Citizen Portal on the FAQ page. The FAQ page
may be accessedthrough the footer menu.

Screenshot
Below is a screenshot of the FAQ page.

¥ SNAP Works

& Employment Resources % ContactUs @ Welcome Coleman ~

Iﬂ My Dashboard FAQ
‘ My Information Frequently Asked Questions
e What iz SNAF V
@ My Appointments °
.
. s does Sh
[ 1] nz for §
am My Activities . tions for SN
. .
E My Documents .

— yment and training program?
= My Requests

o I
‘ My Alerts

\P benefits? Do I get to continue my program until 1

my Compor
my Comparable Workfare hours?

ompaonent or Comparable Workfare hours?
i Hours'?

here do T up! documents Works case?

ow do I remove alerts after [

What is SNAP Works?

SMAF Works is part of the Supplemental Nutrition Assistance Program (SNAP). SNAP helps eligible households buy foed items at
participating stores, SNAP Werks is an employment and training program to help SNAP clients get skills, training, and work experience
they need to find a job or increase their earning potential while they receive SNAP benefits.

Clients participating in SNAP Warks must meet certain work requirements to get their SNAP benefits, In Arkansas, SNAP Works is
operated by the Arkansas Department of Human Services (DHS).

&
© 2019 State of Arkansas | All Rights Reserved £

E Version: R1.57 : 09/10/2019 04:07:35 PM|

Controls

The following table details the controls that are present on the FAQ page. Each control
includes a description and control type.

FAQ Questions Hyperlinks. FAQ Questions are hyperlinked at the top Always enabled
of the page. When the questionis clicked, the user
will be navigated to the corresponding FAQ answer
on the FAQ page.
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FAQ Answers Text. FAQ Answers corresponding to the FAQ Display only
Questions display on the FAQ page.

User Actions

The following table details the actions that the user can take on the FAQ page. Each
action includes a description.

Select Question The usercan select a hyperlinked FAQ Question which will
automatically scroll the page to display the corresponding FAQ Answer.

Observe The usercan scrolldown the page and observe all FAQ Questions and
Answers.
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Overview

Upon click of the Employment Resources button in the Global Navigation menu, the citizen will
be presented with external training resources and job opportunity resources.

Screenshot

Below is a screenshot of the Employment Resources page:

? SNAP Works & Employment Resources % ContactUs © Welcome Coleman ~
il My Dashboard Employment Resources
Resource Description Resource Type Url
a My Information Careers.org Career planning, jobs, and education Job Opportunity hitp://vww.careers.org/usa/state/arka
tools nsas
ﬁ My Appointments Arkansas State Jobs The official employment website for Job Opportunity http://www.ark.org/arstatejobs/indexp
the State of Arkansas. hp
11 Resume Builder Resume building tools and tips Training ww.ark.org/arstatejobs/index.p

@@ My Activities

E Grow with Google Free training and tools to help you Training wWw.careers.org/usa/state/arka
My Documents grow your skills, career, or business nsas
AR Workforce Centers Job seeking tools and resources Job Oppaortunity h arjoblinkarkansas gov/ada

E My Requests b seeker

ADWS Arkansas Dept. of Workforce Services- Job Opportunity h .arkansas.gov/jobseeke

‘ My Alerts Job fair and job search information. rs/career-expos-job-fairs

© 2019 State of Arkansas | All Rights Reserved  #85%

Controls

The following table details the controls that are present on the Employment Resources page.
Each controlincludes a description and control type.

Resources Grid Displays external training resources and job N/A
opportunities
Resource Hyperlink. Displays the title or organization Always enabled

information associated to the resource. The user can
click the resource to navigate to theresource.




Description Text. Displays a summary of the purpose forthe Display only
resource

Resource Type Text. Specifies whetherthe resource is a training or Display only
job opportunity

URL Hyperlink. Displays the URL for each resource. The Always enabled
user canclick on the URL to navigate to the
resource.
Pagination Allows the userto page through the results when Conditionally
Control there are more than 10 records presented enabled

User Actions

The following table details the actions that the user can take on the Employment Resources
page. Each action includes a description.

Observe The citizen can observe training or job opportunities by clicking on the
Employment Resources button in the global navigation menu

Navigate to The citizen can navigate to a displayed resource by clicking on the

resource hyperlink corresponding to the record, available in the Resource and

the URL columns
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Overview

Upon click of the Welcome User button in the Global Navigation bar, the citizen will be
presented with options to either Log Off or to access My Profile. The My Profile page will
display accountinformation, a change password functionality, and an edit profile
functionality. The page will initially be displayed as read-only, until the user clicks Edit
Profile. The citizen will then be able to modify theirinformation.

Upon modifying fields, the changes will be captured once the user clicks the Save button.

Screenshot

Below is a screenshot of the My Profile page:

; SNAP wcrks 5 Employment Resources % ContactUs @ Welcome Coleman ~
lﬂ My Dashboard MyECE
a My Information @

% My Appointments

== My Activities First Name Last Name

Coleman Durkee

n
E My Documents
Social Security Number Email

E My Requests RRE_¥%_7499 @& cdurkee9@gmail.com
‘ My Alerts Phone Number Date of Birth

(501) 236-9875 01/01/19%0

Security Question 1

What is the color of your eyes? ¥

Security Question 2

In what city or town did your mother and father meet? ¥

Security Question 3

This site is best viewed with the latest version of Gaoglg g yate of Arkansas | All Rights Reserved £ Accessibility | Privacy | Security | Acceptable Use | FAQs

Chrome, Internet lorer, Safan or Microsoft Edge. ? ~
i T 24 Version: R1.73 : 10/11/2019 02:08:59 PM

Controls

The following table details the controls that are present on the My Profile page. Each control
includes a description and control type.

First Name Text box. Displays the citizen’s first name Display only
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Last Name Text box. Displays the citizen’s last name Display only

SSN Text box. Displays the citizen’s SSN (masked) Display only
Email Text box. Displays the citizen’s email address Conditionally

enabled
Phone Number Text box. Displays the citizen’s phone number Conditionally

enabled
Date of Birth Text box. Displays the citizen’s date of birth Display only
Security Dropdown list. Displays the first security question Conditionally
Question 1 established by the citizen enabled
Security Answer Text box. Contains the first security question answer Conditionally
1 established by the citizen enabled
Security Dropdown list. Displays the second security question Conditionally
Question 2 established by the citizen enabled
Security Answer Text box. Contains the second security question Conditionally
2 answer established by the citizen enabled
Security Dropdown list. Displays the third security question  Conditionally
Question 3 established by the citizen enabled
Security Answer Text box. Contains the third security question Conditionally
3 answer established by the citizen enabled

Change Password Button. Displays a prompt for the citizen to enter Always enabled
their existing password, the desired new password,
and a confirmation of the desired new password

Edit Profile Button. Enables Email, Phone Number, Security Always enabled
Questions, and Security Answers fields

Save Button. Enables the citizen to save any modifications Conditionally
to the Email, Phone Number, Security Questions, enabled

and Security Answers fields

User Actions

The following table details the actions that the user can take on the My Profile page. Each
action includes a description.

Change Password The citizen can change theirlogin password by clicking the Change
Password button, documenting the existing password, new password,
and confirmation of password fields in the popup.

Edit Profile The citizen can click the Edit Profile button in order to change their
Email, Phone Number, Security Questions, and Security Answers fields,
and then by clicking the Save button.
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26 Appendix A: Alert Matrix

The below Alert matrix outlines the type of Alerts that are in the Citizen Portal SNAP Works
application. This matrixincludes actions thatinitiate an alert. This matrix addresses Alerts as
they appearon the My Alerts page.

Alert Name

Landing

Page

Alert
For

Creation of Alert

Closure of Alert

Possible Action

The 'Hours Denied'
Informational Alert will
be automatically
created when the
Provider has entered
Verified Hours that are
less than the Citizen's

The 'Hours Denied'
Alert will
automatically be

1. View Verified
Hours

Decision

denies reimbursement.
An automated email will
be sent to the Citizen
notifying them of the
alert.

Citizen clicks
'Acknowledge' on the
View Alerts page.

Hours Denied My Alerts Citizen | Reported Hours for a removed when the .
- . 2. Do not view
Component or the Citizen views the Vieried Heurs
County Worker has alert on the Alerts
entered Verified Hours page.
that are less than the
Citizen's Reported
Hours for Comparable
Workfare.
The' G.OO,d Crmese . The 'Good Cause' .
Decision' Informational . 1. View Good
. Alert will
Alert will be automatically be Cause
Good Cause . automatically created Y Granted/Denied
. My Alerts Citizen removed when the .
Decision when the County o q i ' 2. Do Not View
. Citizen clicks 'Go To
Worker grants or denies on the View Alerts Good Cause
the Good Cause Granted/Denied
page.
Reqguest.
The' I?xe'mptlon . The 'Exemption’ Alert . .
Decision' Informational . - 1. View Exemption
. will automatically be b
. Alert will be Granted/Denied
Exemption . . removed when the .
. My Alerts Citizen | automatically created L . 2. Do Not View
Decision hen the Count Citizen clicks Exembtion
w Y . 'Acknowledge’ on the p .
Worker grants or denies My Alerts page Granted/Denied
the Exemption. Y page.
The 'New Notice Alert'
will automatically be
created when a notice is | The 'Neyv Notice 1. View the notice
. o generated by the Alert' will be closed .
New Notice Alert My Alerts Citizen . . ) 2. Do not view the
Provider or System upon click of the 'My .
. . , notice
Coordinator via the Alerts' page.
Provider or Worker
Portal respectively.
The 'Reimbursement
DeC|S|on_ Alert will be The 'Reimbursement
automatically created L .
Decision' Alert will
when the System sl e 1. Acknowledge
Reimbursement My Alerts Citizen Coordinator approves or removed when the Reimbursement

Alert
2. Contact Provider
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The table below indicates the level of security that Citizens have foreach page within the SNAP
Works application. Alegend also displays to assist the userin understanding the table.

Roles
Screen Name Citizen

Sign Up R,W
Sign In R,W
Forgot Password R,W
About R
Dashboard R
My Information - Client Summary R
My Information — Household Summary R
My Information — Employment Summary R
My Information - Eligibility Summary R
My Information — Enrollment Summary R
My Appointments R
My Activities — Track Activity R,W
My Activities - Comparable Workfare R,W
My Documents - Documents R,W
My Documents - Notices R,W
My Requests R,W
My Alerts — New Alerts R,W
My Alerts — Alert History R
Surveys R,W
FAQ R
Employment Resources R
Contact Us R
My Profile R,W
Legend:

Value | Refers To

R Read
W Write (Create and/or Edit)
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