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A.	Application assignment

1. Designated assigners will assign applications submitted on the Web Portal to eligibility workers.  Once an application has been assigned, the worker will receive an email notification that they have been assigned an application.  The worker will then go to the “Case Assignment” screen on the Web Portal to view the applications assigned to them.  The “Case Assignment” screen has a filtering feature which can be used to view a case assignment log.  

2. If an application is potentially eligible for expedited services, the Web Portal will send an automated email and message to the designated worker every 24 hours until the application is entered on KAMES.  The emails will be sent on business days only, excluding weekends and holidays.  
     
B.	Inquiry 

1. To inquire general information on the short application submitted, select Function “Z – SNAP WEB PORTAL APPLICATION INQUIRY” from the KAMES             Main Menu and press enter.  
	
2. Select Option “1” and enter the Application Control Number from the assigned application and press enter.

There are 3 options on this screen in which to view applications submitted via the SNAP Web Portal: view a specific application by control number, view all applications that have not been entered on KAMES by SSN, and view all applications by SSN.

C.	Entering an application

[bookmark: _GoBack]1. 	As an interview is still required, once assigned, the worker should attempt to call the client if a valid phone number was submitted with their application and conduct a phone interview. If the worker is unable to contact the client via phone, the worker must enter the first four screens of the application and schedule an appointment with the client for an interview.  Please refer to MS 6400.  

     An application submitted via the Web Portal is considered an electronically signed application therefore the case should not be pended for a signed application. However, verification of identity is still required.    	 

   	Clients should be encouraged to assign a PIN number to their case so that they may sign future applications electronically. 
     
2.	Select Function “A – APPLICATION/RECERTIFICATION” from the KAMES Main Menu.  Select Option “P – SNAP WEB PORTAL APPLICATION” and enter the application control number at the bottom of the screen.  The control number is needed in case the individual has submitted more than one application or submitted an application without an SSN.  
 
3. [Enter the application date.  The application date from the Web Portal application is not uploaded, as the application may have been entered after business hours the prior day; therefore, the worker must enter the appropriate application date.  If submitted before 5:30pm EST (4:30pm CST), the application date is the date submitted.  If the application is submitted after 5:30pm EST (4:30pm CST), the application date is the following work day.  In cases of multiple applications, the application date is the date of the first application submitted.]  

4.	Most information entered on the short application will prepopulate to KAMES, except for the application date, if the application is accepted.  However, if the applicant (head of household) previously has a case on KAMES, then all household members at the last denial or discontinuance will remain uploaded and any new household members listed on the short application will not load.  Regular re-application processing of moving members in and out of the household member screen will occur.  
     
D.	Rejecting an application 

1. Select Function “Z – SNAP WEB PORTAL APPLICATION INQUIRY” from the KAMES Main Menu and press enter.  

2. Enter Option “2” and enter the SSN for the application to determine if the client entered more than one application and press enter.

NOTE: Only applications for this SSN that have not been entered or rejected on KAMES will display when Option “2” is chosen.

3. Enter the selection number for each application to view the application data.

4.	Determine which application(s) need to be rejected, as the client can only have one SNAP application entered on KAMES.  Normally, the first application received will be accepted and any additional applications should be reviewed for supplemental information and then rejected.  Obtain the Application Control Number for the applications to be rejected.

5.	From the APPLICATION/RECERTIFICATION screen, enter Option “R – REJECT SNAP WEB PORTAL APPLICATION”, then enter the Application Control Number for the duplicate application that is being rejected and the reason the application is being rejected and press enter:
a) Reject Reason 1 – Duplicate Application Submitted via SNAP Web Portal.  This reason code is used for multiple applications under the same name and/or SSN before one is processed on KAMES.  
b) Reject Reason 2 – Invalid Application Submitted via SNAP Web Portal.  This reason code is used when a worker has determined an application to be invalid for some reason, such as an application submitted in the fictitious name ‘Mickey Mouse’ or ‘Donald Duck’.
c) Reject Reason 3 – Already Active/Pending on KAMES.  This reason code is used when an application is submitted via the Web Portal, but the person is already a member of an active or pending SNAP case on KAMES.

KAMES will display the message “Application Rejection Is Complete” to indicate the rejection was processed.  A notice is sent to the client when an application is rejected for Reason 3, but not for Reason 1 or 2. 

E.	Messages/Notices

1. Once an application has been processed, the case status reason on the Web Portal on the “Case Assignment” screen will display either an “E” for entered or an “R” for rejected.  Both the case worker and the case assigner can view the status. 

2. Once an application has been processed, the client will receive an email notifying them that they now have case inquiry capabilities through the Web Portal.  
    
3. Workers may view messages received from clients, but they cannot respond to the messages via the Web Portal. 

4. Workers may view notices that clients have received if the client has chosen to receive their notices electronically through the Web Portal.  Notices will be retained on the Web Portal for 180 days, but workers can still view the KAMES-generated text for the notices through Document Direct or RDS beyond that timeframe. 

The notice delivery indicator on KAMES will be uploaded with an “M” (regular mail) and will be protected unless the client has chosen to have their notices sent to them electronically via the Web Portal.  If the client has chosen electronically, this field will be uploaded with an “E”.  Workers cannot change the “M” to an “E”; however, workers can change an “E” to an “M” AT THE CLIENT’S REQUEST during application, recertification or a case change action.  The client can change the delivery method under “My Settings” on the Web Portal at any time.  



            
           
 


