ADDING AND UPDATING TRAINING/WORK REQUIREMENTS

Information for completing these steps for individuals claiming to meet the training and/or work requirements will need to be verified by a third party; the employer, Job Center, DWD, University of Missouri (MU).  The individual can provide this information in person or it can be provided by the third party to FSD.
Step 1
Evaluate each individual for ABAWD.   

· Food Stamp Manual section: 1105.035.30 Evaluating Months for 18 through 49 Year Old Training/Work Requirement
Step 2
Go to the Training/Work Requirements (WORKREQ) screen in FAMIS.
· The WORKREQ screen appears in the controlled flow for the Eligibility Unit (EU) members age 18 through 49 who are subject to the Food Stamp Training/Work Requirements. 
· Fastpath to the WORKREQ screen outside of the application controlled flow to update as needed.
Step 3
In the flow, the DCN field will prepopulate.  If fastpathing to the WORKREQ screen, prompt (=F4) for the EU member needed.
Step 4
Type "a" on the command line to add or update work requirement information.
Step 5
Tab to the Work Requirement Code field, type or prompt for the appropriate work requirement code.
· 01-Zero (0) Hours Worked/No Employment
· 02-80 Hrs Not Met Yet
· 03-Work/Trng to Equal/Exceed 80 Hours
· 50-No Longer Identified As An ABAWD
NOTE: Codes 01 and 02 require you to enter non-work months (Step 9).
Step 6
Tab to the Begin Date field and type the effective date of the work requirement code.
NOTE:  Step 7 and 8 are dealing with Regain Eligibility.  

Step 7

Tab to, Have you or will you have worked or participated in a work program for 80 hours in a 30-day period?

· Enter Y for yes, or N for no.
· Prompt out for the Verification code.
NOTE: If No is entered for this question:
1. the code in the Work Requirements field should be either 01 or 02, 
2. non-work months are required to be entered (Step9.

Step 8

Tab to, Consecutive Months of Eligibility After Loss of Employment When Client Has Regained Eligibility/Work Requirement Codes:

This will be completed at re-application or interim change when the individual’s employment has ended and they are now (again?) considered an ABAWD. 

· Enter the first month after the loss of employment.


EXAMPLE: (1) Jimmy originally applied for Food Stamps in 1/14/16; he was an ABAWD not meeting any training or work requirements.  During the initial application Jimmy’s non-work months were entered as February 2016, March 2016 and April 2016.  (2) In May 2016 Jimmy was removed from the Food Stamp EU because he wasn’t meeting training/work requirements and used all of his non-work months. (3) On May 10, 2016, Jimmy reported new employment of 20 hours per week; his Food Stamp eligibility was reinstated.  (4) He reported on December 20, 2016he lost his job.  The ES fastpathed to the WORKREQ screen, put an “a” on the command line, tabbed to Consecutive Months of Eligibility After Loss of Employment When Client Has Regained Eligibility/Work Requirement Codes: field, and entered January 2016.



Step 9

If in Step 5 the Work Requirement Code was an 01 or 02, enter the three consecutive non-work months. 

	NOTE: Do not count months that benefits are prorated as non-work months.

· Select the first line by placing an S in the Com field.  Tab to the Non-Work Months field and enter the first month that is considered a non-work month. Continue for the next two months.

If in Step 5, the Work Requirement Code was either 03 or 50, or this is a re-application or an interim change you will not complete the Non-Work Months field 
Step 10

[bookmark: _GoBack]If a client does meet work requirements in any non-work month, press F6-DAILYHRS entry.  This screen will allow daily hours to be tracked for each ABAWD.  

Step 11

Tab to the Month field; enter the month and year of the month hours are being entered and press CTRL. An entry is required for each individual month; hours do not carry over from month to month on this screen.  	

· Entry Example: January 2016 will be entered as 012016.
Step 12
Type "u" on the command line to add or update information on the Daily ABAWD Work & Training Hours (FMJW) screen.


Step 13

Go through each day, the numbers above the blank fields represent the days of the month, and complete how many hours each day the individual has of training and/or work.  This screen can be updated as needed (if someone turns in hours more than one time for that month and new hours need to be added).

Do not exceed 20 hours per day for work, training, or a combination of both.

NOTE:  The begin date cannot be earlier than the first day of the previous month. 

Example:  Entering hours on March 22, the start date cannot be earlier than February 1.  


NOTE:  Total number of hours will be displayed top of the screen.  Total of each type of hours will be displayed near the bottom of the screen.  DAILY ABAWD Work or Training Hours screen will also display any hours completed through jobs.mo.gov at bottom of screen.   

Step 14

Press F6-MONTHLY HOURS, the Monthly ABAWD Work & Training Hours screen will display.   

NOTE: Complete either the Daily ABAWD Work & Training Hours screen or the Monthly ABAWD Work & Training Hours screen, Do NOT completes both screens for the same requirement.  Completion of both screens will cause duplicate entry of hours.

Step 15

Type "a" on the command line to add or update information on the Monthly ABAWD Work & Training Hours screen.
Step 16

Place an S under the Com field to select that line for entry.

Step 17

In the Type field, prompt out or enter TRG for training hours or WRK for work hours.  

Step 18

In the Hours field, enter the amount of hours for the month the individual will be participating in work or training.

Step 19

In the Start Date field, enter the date the hours are expected to start.

· Entry Example: January 15, 2016 should be entered as, 01152016.
· NOTE:  The begin date cannot be earlier than the first day of the previous month. 
· Example:  Entering hours on March 22, the start date cannot be earlier than February 1.  

Step 20

In the End Date field, enter the date the training or employment hours are expected to end. The end date can be entered up to two years from the start date for training.  If entering work hours an end date is not necessary.  Training hours will require an end date.  If months have different hours, multiple months can be entered at a time.  Enter the information for the month then end date it, then enter the information for the following month.

· Entry Example: February 28, 2016 should be entered as, 02282016.

Step 21

Enter a detailed comment on each screen that an entry was made.  



If you have any problems please contact the FAMIS Help Desk at 1-800-663-2647.
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