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1 Introduction

This document provides a guide for using the Electronic Disqualified Recipient System (eDRS). It details
how to use the functionality provided by the system and will be updated periodically to reflect any
changed system or program requirements. This document is organized into the following sections:

e Preparing to Use eDRS

e Accessing eDRS

e Performing Online Queries

e Performing Ad Hoc Queries

e Conducting Secondary Verification

e Searching Profiles/Contacts

e Adding, Modifying, or Deleting Disqualifications
e Approving Disqualifications

e Generating Reports

e Accessing Help

e Logging Out

eDRS provides authorized users with a single, user-friendly and web-based interface for accessing the
most up-to-date and comprehensive data on disqualified member of a household receiving nutrition
supplemental nutrition assistance program benefits. This system centralizes and improves upon the
earlier Disqualified Recipient System (DRS), which was deployed in 1991 as the first available national
database system to support the collection and management of data on disqualified member of a household
receiving nutrition supplemental nutrition assistance program benefits throughout the United States. The
DRS was decommissioned in March of 2007. With the new eDRS system, users can conveniently and
securely access information from their own personal computers (PCs) and can perform all necessary
functions related to disqualification data through one website.

The long-term vision for eDRS is that it will be the single, most comprehensive and timely resource for
Supplemental Nutrition Assistance Program disqualification record keeping. Users of eDRS will span all
52 states and territories, Food and Nutrition Service (FNS) Headquarters, and the seven regional offices
that administer the Supplemental Nutrition Assistance Program.

This user guide is designed to help the following four types of “Business Users” access and use eDRS to
fulfill their unique job responsibilities related to tracking disqualified member of a household receiving
nutrition supplemental nutrition assistance program benefits.

o Fraud Investigators — Responsible for investigating alleged fraud cases and, upon
confirmation of fraud, assigning disqualification penalties.

e Supplemental Nutrition Assistance Program Eligibility Workers — Responsible for processing
Supplemental Nutrition Assistance Program applications and ensuring that individuals with
active disqualification penalties are not granted benefits.

USDA Food and Nutrition Service 1 09/26/2008
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e Locality Contacts — Responsible for verifying prior fraud infractions in a given jurisdiction
when an individual has been identified as committing fraud in another jurisdiction.

e Quality Control (QC) Reviewers — Responsible for conducting periodic quality control
reviews of State Supplemental Nutrition Assistance Program eligibility determinations, which
includes crosschecking to ensure current Supplemental Nutrition Assistance Program
members were not in disqualification status as of the review date.

A separate Administrator’s Guide was created to support those users who will be responsible for
administering and maintaining the eDRS.

USDA Food and Nutrition Service 2 09/26/2008
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2 Preparing to Use eDRS

This chapter describes the configuration required to run the eDRS application and how to configure your
browser in order to best utilize the system.

2.1 Minimum PC Configuration

The following represents the minimum PC configuration requirements for running the eDRS
application:

o Hard Disk: 1 GB free space (Recommended)

e RAM: 64 MB

e Default Monitor Resolution: 800 x 600 and higher

o Default Client Operating System: Win 9X/NT/2000/XP - 32-bit machine
e Speed: 56.6 Kbps (Recommended)

e Browser: 128 bit cipher strength, including:

— Netscape 6.0 (or greater)
— Internet Explorer (IE) 5.0 (or greater)

USDA Food and Nutrition Service 3 09/26/2008
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2.2 Configuring Your Browser
The following browsers can be used to access eDRS:

o Netscape 6.0 (or greater)

o Internet Explorer (IE) 5.0 (or greater)

To configure the Netscape browser:
1. Launch your browser.

2. Select Preferences from the Edit menu as shown in Figure 1. This displays the Preferences
screen shown in Figure 2. .

Figure 1. Netscape Browser Configuration

DA NS EeDRS o

File F=di8 View Go Communicator Help

5]

(]

“ TR . @ @ & % N

Search  MNetscape Prirt Security Shop

~| @7 What's Related

Select All Cirl+A

&

Find in Page... Cirl+F

Search Internet it i e D QS

Elactronic Oisqualilied Fecipiant Systam

Friday, February 10,

Electronic Disqualified Recipient Subsystem (=DRS)
WARNING! You have accessed a U.5. Government System.
This site is intended to be used for viewing and retrieving information.

*** Computer Fraud and Abuse Act of 1985 **=*

Unauthorized attempts to upload information, change information, or visit prohibited
sites (i.e., pornographic, gambling, etc.). on this service is strictly prohibited and may
be punishable under the Computer Fraud and Abuse Act of 1986.

i

=% ||,5, Government System Monitaring ***

The Government may moniter and sudit the usage of this system. All parsons are
hereby notified that use of this system constitutes consent to menitering and auditing.

=== Ppop-Up Blocker Notice ==~

Pop-up blockers will prevent eDRS from operating as designed. Once the user has successfully logged on, if the only windew the user can see is "eDRS Browser Compatibility”,
the user should go to the properties of the pop-up blocker and either turmn it off or add the eDRS URL (www.fns-edrs.usda.gov) to its "Allowed Sites". If you need further
assistance, please contact the eDRS Helpdesk.

Agree Disagree

FNS recommends using tha following browssrs when accessing the sDRS application.

- Internet Explorer 5.0 (or greater)
- Netscape 6.0 (or greater)

FSeDRSDisclaimer

FOI1A | Accessibility Stacement | Privacy Policy | Men-Discrimination Statement | Information Qualicy

(<]

Change user preferences for the application
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Figure 2. Netscape Browser Preferences Screen
x|

LCategorny:

= M avvigataor
Languages
Applications

L Smart Browsing
- Mail & Hewsgroups
- Roaming Access

[ hange preferences that affect the entire product

¥ Automatically load images
¥ Enable Java
™| Enable Java Elugin
¥ Enable Javas cipt
[ Enable Javas cript for Mail and Mews

- Composer

¥ Enable style sheets

[T Send email address as anorwmous FTP pazsword

— Cookies
% accept all cookies

" Accept only cookies that get sent back to the originating server
" Dizable cookies

[ wam me before accepting a cookie

k. I Cancel Help

3. Click the Advanced tab.

4. Ensure that the following options are selected in the Advanced window:

Automatically load images

Enable Java

Enable JavaScript

Enable JavaScript for Mail and News
Enable style sheets

Accept all cookies

5. Click the OK button.
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To configure the Internet Explorer browser:
1. Launch your browser.

2. Select Internet Options from the Tools Menu as shown in Figure 2. This displays the
Internet Options screen, shown in Figure 3.

Figure 2. Internet Explorer Browser Configuration

| 3USDA RIS £ 2085 Hic jjeEEDloTer: ﬂ’@!ﬂ
File Edit View Favorites Help ?,"

—y | Mail ari;:l‘l‘:le.ws }

@Ead( T J |ﬂ Synchronize...

Windows Update

S

F

Favorites aMedia @ _,f, __I ﬁ ‘3

Address @] htp:/65.207.77.86 - [+ Go Llinks * @ Snagit [
= Windows Messenger

USDA United States Depar)  Show Related Links e D F!S

= |
_ Food and Nu Reset Web Settings. .. Elsctronic Disqualified Reciplan Systam
| Internet Options...

onic Dicasakified Recipient Subsvatem [ 7

WARNING! You have accessed a U.5. Government System.
This site is intended to be used for viewing and retrieving information.

*=*+ Computer Fraud and Abuse Act of 1986 ***

Unauthorized attempts to upload information, change information, or visit prohibited g
sites (i.e., pornographic, gambling, etc.), on this service is strictly prohibited and may
be punishable under the Computer Fraud and Abuse Act of 1586,

*** |J.5. Government System Monitoring ***

The Government may monitor and audit the usage of this system. All persons are
hereby notified that use of this system constitutes consent to monitaring and auditing.

*++ pop-Up Blocker Notice ***

Pop-up blockers will prevent eDRS from operating as designed. Once the user has successfully logged on, if the only window the user can see is "eDRS Browser
Compatibility”, the user should go to the properties of the pop-up blocker and either turn it off or add the eDRS URL (www.fns-edrs.usda.gov) to its "Allowed Sites".
If vou nesd further assistance, please contact the eDRS Helpdssk.

FNS recommends using the following browsers when accessing the eDRS application. LE

- Internet Explorer 5.0 {or greater)
- Netscape 6.0 (or greater)

Shows links refated to the current page.
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Figure 3. Internet Explorer 5.0 Browser Internet Options Screen

General | Securit_l,ll F'rivau:_l,ll I:u:-ntentl Ennnectinnsl F'ru:ugramsl .ﬁ.dvancedl

—Home page
% 'ou can change which page to use for your home page.
Addrezs: ¥ znbo. com/r i

I1ze Current Uze Default I1ze Blank

— Temporary Internet filez

oy Pages wou view an the Internet are stared in a special folder
@& Y for quick viewing later.

Delete Cookjes. .. Delete Files. .. Settings...

— Higtary

The Histary folder containg links to pages you've visited, for
quick acceszs bo recently viewed pages.

Daysz to keep pages in histany: IEI 3: Clear History |

Colars. .. | Fonts. .. | Languages. .. | .ﬁ.ccgssil:uilit_l,l...l

0k, I Cancel | Apply |

3. Click the Security tab. This displays the screen shown in Figure 4.
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Figure 4. Internet Explorer 5.0 Browser Internet Options Security Screen
x|
General Securnity | F'rivacyl Contentl Connectionsl Programsl Advancedl

Select a Web content zone to specify its security settings.

Local intranet  Trusted sites Restricted
sites

Internet
Thiz zone containg all Web zites you Shias |
haven't placed in other zones

— Security level for this zone

Custom

Custom settings.
- To change the settings, click Custom Level.
- To uze the recommended settings, click Default Level.

Custom Lewvel... | Default Lewvel |

ak I Cancel | Apply |

4. FNS users will have a custom security level established and will be unable to modify the
Security level for this zone.

5. Click the Default Level button and then click OK to close the Internet Options screen.
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3 Accessing eDRS

This chapter explains accessing eDRS, requesting a username and password, and logging into the eDRS
application.

3.1 Logging into eDRS

To login to eDRS:

1. Open your browser and type https://www.fns-edrs.usda.gov/ in the address bar. The eDRS
Terms and Conditions, shown in Figure 5, is the first screen displayed.

Figure 5. Terms and Conditions Screen

| 3|ISDA RIS 7 DRSS Wicrosoft I nternenbxlorer T Jﬂl

File Edit Vew Favorites Tools Help -
L | e _.'1-_ N . y - h | 1 I"

@ Back - ) Iﬂ Ig _I\J 7 ! Search \.F/\EJ Favorites e“ Media {f‘ =S = _J ﬁ :‘i

Address @ hittp: /5. 207. 77.88/disclaimer. aspx L:J Go links 6 Snaglt &'

=

USDA united staies papartment of agriculiure e D RS

Electronic Disqualiied Reciplant Systam

ﬁ Food and Nutrition Service

T Disqualified s bsy (=DRS)
WARNING! You have accessed a U.5. Government System.
This site is intended to be used for viewing and retrieving information.

*** Computer Fraud and Abuse Act of 1986 ***

Unauthorized attempts to upload information, change information, or visit prohibited
sites (i.e., pornographic, gambling, etc.), on this service is strictly prohibited and may
be punishable under the Computer Fraud and Abuse Act of 1986,

*** |J.5. Government System Monitoring ***

The Government may monitor and audit the usage of this system. All persons are
hereby notified that use of this system constitutes consent to monitoring and auditing.

*#* % pon-Up Blocker Notice ***

Pop-up blockers will prevent eDRS from operating as designed. Once the user has successfully logged on, if the only window the user can see is "eDRS Browser
Compatibility", the user should go to the properties of the pop-up blocker and either turn it off or add the eDRS URL (www.fns-edrs.usda.gov) to its "Allowed Sites".
If you need further assistance, please contact the eDRS Helpdesk.

FNS recommends using the following browsers when accessing the eDRS application. Ls

- Internet Explorer 5.0 {or greater)
- Netscape 6.0 (or greater)

€] Done ||| | % mtemet

2. Click the Agree button to indicate you understand and consent to the terms of usage. You
will be taken to the eAuthentication Disclaimer screen, shown in Figure 6. If you are already
logged into eAuthentication, your browser will go directly to the eDRS welcome screen seen
in Figure 8.
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Note: Pop-up blockers will prevent eDRS from operating as designed. Once the user has
successfully logged on, if the only window the user can see is "eDRS Browser Compatibility," the
user should go to the properties of the pop-up blocker and either turn it off or add the eDRS URL
(https://www.fns-edrs.usda.gov) to its "Allowed Sites.”” If you need further assistance, please
contact the eDRS Helpdesk.

Figure 6. eAuthentication Disclaimer Screen

ET Warninel = Microsoftdntennetxplorer: £ J@|
File Edit WView Favorites Tools Help ’,l

. - i N T :
@ Back ~ 2 Iﬂ Iﬁ l\l 7 ) Search . Favorites @ Media {f‘ (&5~ &2 ﬁ = 7| ﬁ ‘3

Addres: @ https://pws.sc.egov.usda. gov fsiteminderagent/dmsformslogin_banner. fcc? TYPE =335544338REALMOID=06-dbesged 1—3bdf—483b-931f-35&c0?d64'g Go

trks ® (@ snaglt [

USDA  united States Depariment of Agricullure
Zaam USDA eAuthentication

| w7, P oy o e

Home : About eAuthentication: Help | ContactUs : Ser\rx:e Centers

WARNING

Unauthorized access to this United States Government Computer System and software is prohibited by Title 18,
United States Code 1030. This statute states that: Whoever knowingly, or intentionally accesses a computer
without authorization or exceeds authorized access, and by means of such conduct, obtains, alters, damages,
destroys, or discloses information or prevents authorized use of (data or 8 computer ocwned by or operated for)
the Government of the United States chall be punished by a fine under this title or imprisonment for not more than

10 years, or both.

WARNING

Cancel

eAuthentication Home | USDA.gov | Site Map

Accessibility Statement | Privacy Bolicy | Nen-Discrimination Statement | v FirstGov.gav

B ® mtemet

3. After selecting Continue, the eAuthentication Login screen displays, as shown in Figure 7.
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Figure 7. eAuthentication Login Screen
E USDAWeD Ser gdn = Microsoftintermetixploner

E[B]x]
File Edit WView Favorites Tools Help

l
@Ead( - g |£] @ :] /_—)Seardﬂ \‘?:'\'(Favorites G'Media {f{ [‘v ‘_—I; ] - _] ﬂ '5

Address @ https://pws.sc.egov.usda. gov fsiteminderagent/dmsformslogin_main. focP TYPE=335544338REALMOID =06-dbet8ed 1-3bdf-433b-9a 1f: 35ec07d64f:|J:L:J e Go

links > esnaglt B

United States Depariment of Agrculture
USDA
_7“'_' USDA eAuthentication

e e O it

Home AbnuteAthenhcahon Help : i ContactUs |

Ser\nce Centers
§ Quick Links

: = eAuthentication Login
I What is an account?

+ Create an account

User ID: " IWant To...
b Update your account
I Link a Cartificata to your Password:

© Change My Password
Account

., Reset My Forgotten

Administrator Links Password

» Local Registration
Authority Login

efuthentication Home | USDA.gov | Site Map

Accessibility Statement | Privacy Policy | Non-Discrimination Statement | www.FirstGov.gov

Eanmet

4. After successfully logging into eAuthentication, the eDRS Home Page is displayed as shown
in Figure 8.

Note: If you do not have a valid user account, you must complete FNS Form 674 to request
access to the system.
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| My eDRS <

b Home

F Regquest EDRS Role
Change

b Online Query

b Secondary Verification

b Search
Profiles/Contacts

b Add/Modify/Delete
Cisqualifications

b Approve
Disqualifications

Administration

Reports

b SNAP Reports
P Records to be Deleted
by State Report

b Online User Help

b Uszer Quick Guide

b User Detailed Guide
b eDRS Help Desk

United States Department of Agricullure
= | Food and Nutrition Service

Figure 8. eDRS Home Page Screen
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eDRS

Electronic Disqualified Recipiant Systam

eDRS Home

Welcome to eDRS

You have successfully lagged into the Supplemental Mutrition &Assistance Program’s (SNAF) Electronic Disqualified Recipient System
(eDRS). eDRS makes it easier for SNAP fraud investigators, eligibility workers, and quality control specialists to perform their jobs by
providing the most comprehensive and up-to-date nation-wide disqualification information at their fingertips.

eDRS allows authorized users to search the national database of Supplemental Nutrition Assistance Program (SMNAF) disqualification
records to make disqualification penalty and eligibility determinations. eDRS also supports SNAP control reviews verifying the accuracy of
SMAP eligibility determinaticns.
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DRS may not be further disclosed te an
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office.

d and Nutrition Act (of 2008) or
€ o with the sdministraticn
d and Nutrition Service. If you have

n Act (of 2008) o reg
erning eDRS sccess, plesse contact your FNS regios

guestisns co

HelpDeask Information What's New

Meed help logging on to EDRS? You will not be able to view this
information if you cannct leg on so please write down the
following information for contacting the FNS
eAuthentication Helpdesk. Email addres=s: Fhone: (800)
555.1111.

Posted on : 4/10/2008 1:42:12 PM -
For help with forgotten or expired passwords etc, please contact
the eAuthentication Helpdesk by email at
FNSEAUTHHELFDESK@FNS.USDA.GOV or by calling 703 305

1548, Once you've logged on, if you experience a problem with
any of the eDRS functionality (e.g. Online Query), please

contact the eDRS Help Desk by email at
EDRSHELFDESK@FNS.USDA.GOV or by calling 866-557-8330.

Meed help with a problem (other than legging on) or have a "How
do I..." question concerning eDRS? The eDRS Help Desk is
available to answer your gquestions Menday through Friday from
6:00 AM to 5:00 PM EST. Email address: gant_brian@bah.com
or use this cnline form. Phone: (703) 555.1212. After business

‘Welcome, Bill Doe | Log Out

¥ Feedback hours, please leave a brief message describing the problem, yvour
b About name and a phone number where you can be reached. Someone
will get back to you by the end of the next business day at the Posted on : 4/10/2008 1:28:29 PM
latest. -
S .|
F=] & Internet

The eDRS home page is divided into four main sections: Menu Options, Welcome, Help Desk

Information, and What’s new.

e The "Menu Options" displayed in the left menu bar are based on the access that you have

been granted in the system. This menu appears on every page within the eDRS application.

e The "Welcome to eDRS" section provides an overview of the system.

e The "Help Desk Information" is available in the bottom left-hand corner of the Home page
and includes contact information and hours of availability.

o The "What’s New" section in the right-hand corner of the page will inform the user of
changes to the system or related policies.

Note: My eDRS menu bar is collapsible by clicking on the arrow ‘«” and expandable by clicking

on ‘menu’.
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3.2 Reguesting a User Account

USDA is centralizing user account management and access controls through the eAuthentication and
Central Security Administrative Management System (CSAMS) initiatives. eDRS users must now have
an eAuthentication account that will be used as the login ID for eDRS. eDRS privileges are granted
through the CSAMS process rather through eDRS’s online request process. A user must first get an
eAuthentication ID before requesting access to eDRS. The following paragraphs describe how to request
an eAuthentication ID and access to eDRS.

To request an eAuthentication ID:

1. Go to www.eauth.egov.usda.gov and click on the Create An Account Page. Note: eDRS
requires level Il access.

2. Follow the instructions for USDA employees or for Non-Federal Employees for creating
accounts.

3. Once you have created the account online, you must visit a Local Registration Authority
(LRA) and bring a government issued photo ID such as;

— State Driver’s Licenses

Military identification cards
State employee identification cards
US passports

4. The LRA will compare the user to the picture ID, then log on and locate the user’s account
and activate it.

To request an eDRS Account:

Follow the instructions from Section 3.1 to Access eDRS.

Click on the link for FNS -674, the Computer Access Request Form.
Follow the form’s instructions and complete all required information.

Provide completed form to your State Security Officer for approval and signature.

o~ w D e

Once approved by your State Security Officer your signed form needs to be forwarded to
your Regional Security Officer for activation. Your eDRS account will be created and you
will be notified once it has been activated.

To request additional rights and privileges:
1. Follow the instructions from Section 3.1 to access eDRS.

2. Click on the link on the left menu bar under My eDRS for Request eDRS Role Change. The
link will take you to the FNS Form 674, the Computer Access Request Form, as shown in
Figure 9.

USDA Food and Nutrition Service 13 09/26/2008
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Figure 9. FNS Form 674 Instructions Window
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3. Follow the form’s instructions and complete all required information. Indicate on the form

what rights and/or privileges you need to access.
4. Provide completed form to your supervisor for approval and signature.

5. Once approved by your State Security Officer, your signed form needs to be forwarded to
your Regional Security Officer for activation. Your eDRS account will be updated and you

will be notified when it is complete.
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4 Performing Online Queries

Users will perform online queries to determine eligibility of those requesting benefits or to assess a

penalty determination. An Online Query allows you to access a disqualification record on an individual
through submitting a query by social security number (SSN) or name. This section will be expanded as

additional functionality is added to eDRS.

To perform an online query:

1. Go to the eDRS Home page screen, as shown in Figure 10.

i 50\

Monday, September 22, 2008

My eDRS

b Home

Fequest EDRS Role
Change

Cnline Query
Secondary Verification
Search
Profiles/Contacts
Add/Medify/Delete
Disqualifications
Approve
Dizqualifications

-

- v T

-

-

Administration

Reports

b SNAP Reports
P Records to be Deleted
by State Report

Cnline User Help
User Quick Guide
User Detailed Guide
eDRS Help Desk
Feedback

3
I
3
b
3
b About

Figure 10. eDRS Home Page Screen
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eDRS Home

Welcome to eDRS

eDRS

Electronic Disqualified Recipiant Syslem

ou have successfully logged into the Supplemental Mutrition Assistance Program’s (SNAF) Electronic Disqualified Recipient System
(eDRS). eDRS makes it easier for SNAP fraud investigators, eligibility workers, and quality control specialists to perform their jobs by
providing the most comprehensive and up-to-date nation-wide disqualification information at their fingertips.

eDRS allows authorized users to search the national database of Supplemental Nutrition Assistance Program (SNAP) disqualification
records to make disqualification penalty and eligibility determinaticns. eDRS also supports SNAP control reviews verifying the accuracy of
SMAP eligibility determinations.

2Z008) or

HelpDesk Information

Meed help logging on to EDRS? You will not be able to view this
informaticn if you cannct leg on so please write down the
following information for contacting the FNS
eAuthentication Helpdesk. Email address: Fhone: (800)
555.1111.

Meed help with a problem (other than logging on) or have a "How
do [..." question concerning eDRS? The eDRS Help Desk is
available to answer your questions Monday through Friday from
6:00 AM to 6:00 PM EST. Email address: gant_brian@bah.com
or use this anling form. Bhone: (703) 555.1212. After business
hours, please leave a brief message describing the problem, your
name and a phone number where you can be reached. Someone
will get back to you by the end of the next business day at the
latest.
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zed tv use eDAS may n
lations without the written approval «
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What's New
Posted on : 4/10/2008 1:42:12 PM -

For help with forgotten or expired passwords etc, pleaze contact
the efAuthentication Helpdesk by email at
FNSEAUTHHELPDESK@EFNS.USDA.GOV or by calling 703 305
1548. Once you've logged on, if you experience a problem with
any of the eDRS functionality (e.g. Online Query), pleaze
contact the eDRS Help Desk by email at
EDRSHELPDESK@FNS.USDA.GOV or by calling 866-557-8330.

Posted on : 4/10/2008 1:28:29 PM
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2. Click Online Query in the menu bar to display the Online Query screen, as shown in Figure

11.

From the Online Query screen, you can:

— Create and submit a single query
— Create and submit a group of queries (batch)

eDRS

b Home

b Request EDRS Role
Change

b Cnline Query

b Secondary Verification

b Search
Profiles/Contacts

b Add/Modify/Delete
Dizqualifications

b Approve
Disqualifications

Administration

Reports

b SNAP Reports
P Records to be Deleted
by State Report

b Cnline User Help
b User Quick Guide
I User Detailed Guide
b eDRS Help Desk

a http:/ /65.207.77.87 - USDA FlIS : eDRS - Microsoft Internet Explorer
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from the Records Per Page drop down list, check the boxes in front of those queries you would like to see and click the Submit Batch

Figure 11. Online Query Screen

Online Query

Cnline Query allows you to search for a record based on several criteria. The fields with the asterisk (*) are required fields. You can
search by either 55N, Last Name, Last Name First Name, or Last Name First Name Middle Initial. To search based on a single criteria,
enter it into the respective fields and click Submit Single. If you want to search for multiple records with multiple criteria, enter the first
criteria and click Next. For additional criteria, fill cut the fields as needed and click Next. After entering all requested criterion, select Al

button. Please select a Query Purpose prior to selecting a Search Criteria. Those using Netscape as a browser will need to click Clear
prior to changing the Query Purpose if other fields have been populated.

Mote : When selecting a query purpose of "Eligibility”, the query will anly return records for recipients whose disqualifications are in an
active status.

Query Criteria

Query Purpose™: I -
S5M: I - I - I
I First Name: I Middle Initial: I

Submit Single

Search Criteria™: | =l

Last Mame:

Add t5 Exten | EiE=r

Pending Queries

You currently have no pending queries

I Feedback Print
b About Note e
s Single and Batch Queries with "0" results or exceeding 5000 results will not be executed when the Submit button is clicked.
+ You will have to delete Single and Batch Queries that exceed the 5000 results to have the aggregate results below the 5000 limit.
# Items marked with an * require input pricr to a query being submitted.
* You may want to Print this screen for reference purposes.
# For best result, click the Printer Friendly Version and change the layout to Landscape.
=
] [TRIT T T [ miemet Y
The Recipient Query screen contains the following buttons:
— The Submit Single button is used to submit a single query
— The Add to Batch button is used to add another query criterion to the list (batch query)
— The Clear button is used to clear all the fields
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4.1 Submitting Single Queries

1. From the Online Query screen, select the Query Purpose from the Query Purpose drop down
list, as shown in Figure 12. There are four possible choices for Query Purpose: Eligibility
Determination, Penalty Determination, Quality Control, and Administration. NOTE: If the
query purpose is “Eligibility”, the query will only return records for recipients whose
disqualifications are in an active status.

Figure 12. Online Query, Query Purpose Screen
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Welcome, Bill Doe | Log Out

| My eDRS =
H Online Query
P Home
b Request EDRS Role
v Change Online Query allows you to search for a record based on several criteria. The fields with the asterisk (*) are required fields. You can
Online Query . zearch by either 35N, Last Mame, Last Name First Name, or Last Name First Name Middle Initial. To search based on a =single criteria,

b Secondary Verification enter it into the respective fields and click Submit Single. If you want to search for multiple records with multiple criteria, enter the first
b Search criteria and click Next. For additicnal criteria, fill cut the fields as needed and click Mext. After entering all requested criterion, select "All
Prefiles/Ceontacts from the Records Per Page drop down list, check the boxes in front of those queries vou would like to see and click the Submit Batch
b Add/Modify/Delete button. Please select a Query Purpose prior to selecting a Search Criteria. Those using Netscape as a browser will need to click Clear

Disqualifications prier to changing the Query Purpose if other fields have been populated.
b Approve
Cisqualifications MNote : When selecting a query purpose of "Eligibility”, the query will only return records for recipients whose dizqualifications are in an

active status.

Administration . .
Query Criteria

Reports Query Purpose™: I - Search Criteria®: | =
b SNAP Reports = b . i
P Records to be Deleted Denalty Determinstion

by State Report Last Name: Quazlity Control : I Middle Initial: I

Administration

_ Submit Single Add to Eatch | Clearl

b Online User Help Pending Queries
b User Quick Guide
b User Detailed Guide You currently have no pending queries

b eDRS Help Desk

I Feedback Print

¥ About Note: e

# Single and Batch Queries with "0" results or exceeding 5000 results will not be executed when the Submit button is clicked.

+ You will have to delete Single and Batch Queries that exceed the 5000 results to have the aggregate results below the 5000 limit.
# Items marked with an * require input pricr to a query being submitted.

* You may want to Print this screen for reference purposes.

# For best result, click the Printer Friendly Version and change the layout to Landscape.

=]
(] [RIT [T [ memet 4

2. Select the search criteria from the Search Criteria drop down list, as shown in Figure 13.
There are four possible choices for Search Criteria: SSN; Last Name; Last Name and First
Name; Last Name, First Name and Middle Initial.
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Figure 13. Online Query, Search Criteria Screen
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Online Query

P Home

b Request EDRS Role

v Change Online Query allows you to search for a record based on several criteria. The fields with the asterisk (*) are required fields. You can
Online Query . zearch by either 35N, Last Mame, Last Name First Name, or Last Name First Name Middle Initial. To search based on a =single criteria,

b Secondary Verification enter it into the respective fields and click Submit Single. If you want to search for multiple records with multiple criteria, enter the first
b Search criteria and click Next. For additicnal criteria, fill cut the fields as needed and click Mext. After entering all requested criterion, select "All
Prefiles/Ceontacts from the Records Per Page drop down list, check the boxes in front of those queries vou would like to see and click the Submit Batch
b Add/Modify/Delete button. Please select a Query Purpose prior to selecting a Search Criteria. Those using Netscape as a browser will need to click Clear

Disqualifications prier to changing the Query Purpose if other fields have been populated.
b Approve
Cisqualifications MNote : When selecting a query purpose of "Eligibility”, the query will only return records for recipients whose dizqualifications are in an

active status.

Administration

Query Criteria

Reports Query Purpose™: IEIigibiIit-,- Determination |- Search Criteria™: =1
b SNAP Reports S5N: - -

b Records to be Deleted

by State Report Last Mame: I First Mame: I Middle Initial: Last Name and First Hame

Last Name, First Name and Middle Initisl

_ Submit single [ Add to Bateh | CIEarI

b Online User Help Pending Queries

b User Quick Guide

b User Detailed Guide You currently have no pending queries

b eDRS Help Desk

I Feedback Print
4

About Note: e

# Single and Batch Queries with "0" results or exceeding 5000 results will not be executed when the Submit button is clicked.

+ You will have to delete Single and Batch Queries that exceed the 5000 results to have the aggregate results below the 5000 limit.
# Items marked with an * require input pricr to a query being submitted.

* You may want to Print this screen for reference purposes.

# For best result, click the Printer Friendly Version and change the layout to Landscape.
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|@ Done l_ @— l_ l_ l_ & Internet 4

3. Enter criteria data in the appropriate fields based on the parameters selected in the Search
Criteria drop down list, as shown in Figure 14 (those parameters not chosen will be grayed
out so you may not enter any information in those fields).

USDA Food and Nutrition Service 18 09/26/2008



Electronic Disqualified Recipient System (eDRS) User’s Guide

Figure 14. Online Query. Last Name Screen

a http:/ /65.207.77.87 - USDA FNS5 : eDRS - Microsoft Internet Explorer

USDA United States Department of Agriculure
ﬁ Food and Nutrition Service

Friday, September 19, 2008

| My eDRS < -
t Online Query
F Home
b Request EDRS Role
v Change anline Query allows yvou to search for a record based on several criteria. The fields with the asterisk (*) are required field=. You can
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b Secondary Verification enter it into the respective fields and click Submit Single. If you want to search for multiple records with multiple criteria, enter the first
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Profiles/Contacts from the Recards FPer Page drop down list, check the boxes in front of those queries you would like to see and click the Submit Batch
b Add/Medify/Delete butten. Please select a Query Purpose prior to selecting a Search Criteria. Those using Netscape as a browser will need to click Clear

Disqualifications pricr to changing the Query Purpose if other fields have been populated.
b Approve
Disqualifications Note : When selecting a query purpose of "Eligibility", the query will only return records for recipients whose disqualifications are in an
active status.

Administration
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b SHAP Reports S5N: | S I

b Records to be Deleted

by State Report Last Mame™: I First Name: I Middle Initial: I
_ Submit Single Add to Batch I Clear I

b Online User Help Pending Queries
b User Quick Guide
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b eDRS Help Desk
I Feedback Print
b About Note: -
# Single and Batch Queries with "0" results or exceeding 5000 results will not be executed when the Submit button is clicked.
# You will have to delete Single and Batch Queries that exceed the 5000 results to have the aggregate results below the 5000 limit.
# Items marked with an * reguire input pricr to a query being submitted.
® You may want to Print this screen for reference purposes.
® For best result, click the Printer Friendly Version and change the layout to Landscape.
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4. Click the Submit Single button to submit the query.

5. The results based on the selection criteria are displayed. The query results shown in Figure
15 are for a search by last name and first name.

USDA Food and Nutrition Service 19 09/26/2008



Electronic Disqualified Recipient System (eDRS) User’s Guide

Figure 15. Online Query, Results by Last Name and First Name Screen
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The records will be displayed in two different ways depending on the individual’s
disqualification status:

Regular Type = The participant is not currently in disqualified status, but has served at
least one in the past.

Bolded Type = The participant is currently in disqualified status.

The Disqualification Status column also displays whether or not the participant is in
disqualified status. The column will have a “Y” in it if they are in disqualified status, and an
“N” in it if they are not in disqualified status.

6. If the number of hits for your query exceeds the maximum number allowable (i.e., 5,000) or
does not contain the minimum number allowable (i.e., 1) you will be prompted to refine your
query by a pop-up message, as shown in Figure 16 and Figure 17.
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Figure 16. Error Message, Query Exceeds Maximum Number Allowable

Microsoft Internet Explorer x|

This query will result in 13263 records, The maximum number of records that can be returned is 5000, and the
rinimurn number is 1, Please changefrefine vour query,

Figure 17. Error Message, Zero Results or No Match

Microsoft Internet Explorer x|

This query will resulk in 0 records,  The maximurm number of records thak can be returned is 5000, and the minimum
nurmber is 1. Please change/refing wour query.

You will then be required to go back and change/refine your search criteria to decrease the
number of records returned.
7. Togo to a different page of the query results:
- Click the Next > to move forward one page or < Previous to go back one page.
- Enter page number in Jump to Page box and click Go >.

8. To view a different number of records per page if you have large number of results, click on
the Records per page drop down list to choose the number of records you would like to view
per page, as shown in Figure 19 (the system automatically defaults to 10 records per page).

9. To print the screen, click on the View Printer Friendly Version link. Once the printer
friendly version has displayed, as shown in Figure 18, click the Print button at the top right
of the screen. Click Close to return to the normal view.

Note: To avoid text being cutoff while printing, change the page layout to “Landscape” prior to
printing.
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Figure 18. Online Query Search Results, Printer Friendly Version Screen
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bapartment of Agriculture
1 Nutrition Service eDRS

Figure 19. Online Query Screen, Records per page Option Screen
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10. To return to the Online Query screen, click the Back button at the bottom of the page, or
click Online Query in the menu bar. Please note that clicking the Back button deletes all
queries.

11. To view disqualification details from the Online Query Results screen, click on the SSN of
the record you would like to view. The result will be the Online Query Disqualification
Details screen, as shown in Figure 20.
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Figure 20. Online Query, Disqualification Details
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12. To print this screen, click the Print Icon on the top right of the screen.
13. To return to the Online Query Results screen, click the Back button at the bottom of the page.
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4.2 Submitting Batch Queries

A user who wants to do multiple queries has the option of submitting a batch query instead of
submitting each query individually. For a batch query, the user enters the selection criterion to
build a “list” of queries and then submits the entire list. The user will have the opportunity to
preview the list of queries prior to submission.

To submit a batch query:

1. Click Online Query in the menu to display the Online Query screen, as shown in Figure 21.

Figure 21. Online Query Screen
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2. From the Online Query screen, select the query purpose from the Query Purpose drop down
list, as shown in Figure 22. There are four possible choices for Query Purpose: Eligibility
Determination, Penalty Determination, Quality Control, and Administration.
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Figure 22. Online Query, Query Purpose Screen
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3. Select the search criteria from the Search Criteria drop down list, as shown in Figure 23.
There are four possible choices for Search Criteria: SSN; Last Name; Last Name and First
Name; and Last Name, First Name and Middle Initial.
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Figure 23. Online Query Screen, Search Criteria Screen
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4. Enter criteria data in the appropriate fields based on the parameters selected in the Search
Criteria drop down list, as shown in Figure 24 (those parameters not chosen will be grayed
out so you may not enter any information in those fields).
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Figure 24. Online Query, Search Criteria Screen
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5. Click the Add to Batch button to add your query to the batch and enter another query. In the
Query Criteria screen, the Query Purpose field will be grayed out with the same value that
you chose for the first query and cannot be changed, as shown in Figure 25. To select a new
query purpose and continue to build queries, click the Clear button.
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Figure 25. Online Query, Query Criteria: Batch Queries (1) Screen
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6. Select the search criteria for the second query from the Search Criteria drop down list.

7. Enter the criteria data in one or more of the remaining fields based on the search criteria
chosen in the Search Criteria drop down list and click Add to Batch. The second query you
entered will appear in the Pending Queries section, as shown in Figure 26.
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Figure 26. Online Query, Query Criteria: Batch Queries (2) Screen
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8. Repeat steps 6 through 7 as needed until all desired queries are added.

9. The list of queries you have added to the batch will appear under Pending Queries and will
list the number of records found for each query. If a query is greater than the maximum
allowable result (i.e., 5,000) or less than the minimum allowable result (i.e., 1), a Pop-up box
will appear asking you to edit the query based on the size, as shown in Figure 27 and Figure
28. After receiving this error message, click the OK button. The Submit Batch button will
be grayed out until you either edit or delete the record.

Figure 27. Error Message, Maximum Number of Records That Can Be Returned

Microsoft Internet Explorer |

This query will result in 13263 records, The maximum number of records that can be returned is 5000, and the
minimurm number is 1. Please changefrefing wour query,
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Figure 28. Error Message, Zero Results or No Match

Microsoft Internet Explorer x|

This query will result in O recards, The maximum number of recards that can be returned is 5000, and the minimnunm

& number is 1. Please change/refine your query.

10. To edit a query, click the check box beside the entry you want to edit and click the Edit
button. Please note you can edit only one query at a time.

11. To delete a query, click the check box beside the entry you want to delete and click the
Delete button.

12. To submit the batch query, click the check box beside each entry you want to submit, or click
the check box next to Submit All, and click the Submit Batch button to submit your batch.
Your batch query results will display, as shown in Figure 29.

Figure 29. Query Results, Online Batch Screen
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13. The records will be displayed in two different ways depending on the individual’s
disqualification status:

Regular Type = The participant is not currently in disqualified status, but has served at least
one in the past.

Bolded Type = The participant is currently in disqualified status.

The Disqualification Status column also displays whether or not the participant is in

disqualified status. The column will have a “Y” in it if they are in disqualified status, and an
“N” in it if they are not in disqualified status.

14. To go to a different page of the query results, you have two options:

— Click the Next > to move forward one page or < Previous to go back one page.
— Enter page number in Jump to Page box and click Go >.

15. To view a different number of records per page, click on the Records per page drop down
list to choose the number of records you would like to view per page (the system
automatically defaults to 10 records per page).

16. To return to the Online Query screen, either click the Back button at the bottom of the page,
or click Online Query in the menu bar.

17. To print the screen, click on the View Printer Friendly Version link. Once the Printer
Friendly Version has displayed, as shown in Figure 30, click the Print button at the top right
of the screen. Click Close to return to normal view.

Note: To avoid text being cutoff while printing, change the page layout to “Landscape” prior to
printing.

18. To view disqualification details, from the Online Query Results screen, click on the SSN of
the record you would like to view. The result will be the Online Query, Disqualification
Details screen, as shown in Figure 31.
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Figure 30. Batch Query Search Results, Printer Friendly Version Screen
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Figure 31. Online Query, Disqualification Details Screen
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19. To print this screen, click the Print Icon in the top right corner of the screen.
20. To return to the Online Query Results screen, click the Back button at the bottom of the page.
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5 Performing Ad Hoc Queries

Ad Hoc Query functionality provides a user with enhanced query and reporting capabilities by allowing
the user to search by various recipient and disqualification criteria. Additionally, the user can narrow the
search by location: national, regional, state, and locality. The user has the ability to search by entering
single criteria or by multiple criterions. In Ad Hoc Queries, the user is able to search within a range of
data or for a specific data set (i.e., a date range or a specific date).

To perform an Ad Hoc Query:

1. Click Ad Hoc Query on the left menu bar under My eDRS to display the Ad Hoc Query
screen, as shown in Figure 32.

Figure 32. Ad Hoc Query, Criteria Selection Screen
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2. Select the Location Criteria you wish to search, as shown in Figure 33. You have the option
to:

— Search without selecting location criteria. To perform a search without narrowing the
results by location, do not select any location criteria.

— Perform a National Search. Click the box next to “National Search.” Note that by
selecting National Search the system will search by all regions, states and localities.

— Perform a search by region, state or locality. Select one or more regions. Once a region
is selected, the states within the region will appear in the State drop down box. If
multiple regions are selected, all the states within the selected regions will appear in the
drop down. If desired, select one or more states. If one state is selected, the localities
will appear in the Locality dropdown box. If more than one state is selected, localities
cannot be selected.

Figure 33. Ad Hoc Query, Criteria Selection: Location Criteria Screen
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3. In the Recipient Criteria section, enter data into the fields you wish to search. You may
choose to enter none or any of the following criteria: Last Name, First Name, Middle
Initial, Social Security Number (SSN), Birth Date, and Sex, as shown in Figure 34. For
birth date data, you may enter a date range to search. If you enter data only in the “From”
box for birth date, the system will search from the date entered to the present day.

Note: You may choose not to enter criteria or enter specific data in any combination. To perform
an Ad Hoc Query it is not a requirement to search using recipient criteria.

Figure 34. Ad Hoc Query, Criteria Selection: Recipient Criteria Screen
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4. In the Disqualification Criteria section, enter the disqualification data into the fields you wish
to search. You may choose to enter none or any of the following criteria: Disqualification
Status, Disqualification Number, Decision Date, Start Date, Date Entered, Penalty
Length and Penalty Length Range, as shown in Figure 35.

For disqualification number and penalty length, you have the ability to choose the kind of
search operation for the criteria. If you enter this kind of criteria, choose one of the
following: equal to, greater than, less than, greater than and equal to, or less than and equal
to. The system defaults in both cases to "equal to." For the decision date and start date
fields, if you enter data into the “From” box only, the system will search from the date
entered to the present day.

Note: You may choose not to enter criteria or enter specific data in any combination. To perform
an Ad Hoc Query it is not a requirement to search using disqualification criteria.

Figure 35. Ad Hoc Query, Criteria Selection: Disqualification Criteria Screen
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5. Click Get Count for the system to display the number of records that meet your criteria, as
shown in Figure 36.

Figure 36. Ad Hoc Query, Criteria Selection Get Count Screen
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Note: Once you have selected Get Count, you can display results or modify the search criterion.
You do not have to display a record count prior to displaying the results. To Clear the selected
criterion, click Clear All.

Note: If when you select Get Count the resulting count is higher than 5,000 you should refine
your search to more accurately display the records.
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6. Click Display Results for the system to display the records that match your search criteria as
shown in Figure 37. Note: above the records display the system indicates the criteria used to
conduct the search.

Figure 37. Ad Hoc Query, Criteria Selection: Display Results Screen
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Note: As in Online Query, if your search returns a record count less than 0 or greater than 5,000,
you will receive a pop-up box requesting you to refine your search before viewing any
disqualification records.

7. To modify your search criteria, click Back on the bottom right corner under the results to go
back and re-enter your search criteria. At this time, you may enter additional search criteria
or clear the screen by clicking Clear All.

8. To print the screen, click on the View Printer Friendly Version link. Once the printer
friendly version has displayed, click the Print button at the top right of the screen. Click
Close to return to normal view.

Note: To avoid text being cutoff while printing, change the page layout to “Landscape” prior to
printing.
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6 Conducting Secondary Verification

The Secondary Verification functionality provides users an electronic way to request verification of a
previous disqualification and to track that request. A user can request the secondary verification from the
disqualification details and can track the state of the request through an inbox. The Locality Contacts
(Primary and Secondary) receive this request and are asked to provide documentation to verify the
disqualification status of an individual. Locality Contacts provide documentation of the disqualification
by sending information to the Requestor (external to the eDRS system), if verified. The status of the
request will be captured in the Secondary Verification inbox and outbox of the locality contact and
requestor.

To request Secondary Verification:
1. Conduct query in the Online Query section as seen in Section 4 of this document.

2. Select the record that you would like to request a secondary verification for by clicking on the
SSN field for that record. The result of this selection will be the Disqualification Details
screen, as shown seen in Figure 38.

Figure 38. Disqualification Details Screen

a http:/ /65.207.77.87 - USDA FNS5 : eDRS - Microsoft Internet Explorer

USDA United Slates Department of Agricullure e D F!S

ﬁ Food and Nutrition Service Electronic Disqualified Raciplent Systam

‘Welcome, Bill Doe | Log Out

Online Query

F Home

b Request EDRS Role
Change

F Online Query

b Secondary Verification

Disqualification Details

b h SSN: 886879383 Mame: REMTAL, CASEY
Searl Locality: Frederiksted, V.I. (0003) Offense Code: A
N zﬂ‘}lr;ﬂ(:untaﬁts State Code: I offense Description: Drug Trafficking Conviction Invelving Less Than $300
cdify/Delete State Info: 0001 Number of Disquals: 1
Disqualifications Disqual Status: v
b Approve

Disqualifications

Contact Details

Administration Organization: DEPARTMENT OF HUMAN SERVICES Title: DIRECTOR, OPERATIONS
Phone: 3407742359 Extension: 4356
Reports Fax: UEN

State: VI
b SNAP Reports N

2 E‘?cs?t;dtitgei;igeleted Request Szcondary Varification | Back

b Cnline User Help

b User Quick Guide

I User Detailed Guide
b eDRS Help Desk

I Feedback

b About

Disseminate on a Need-to-Know Basis Only
Sensitive but Unclassified
FSeDRSQueryDetail

FOIA | Accessibility Statement | Privacy Policy | Men-Discrimination Statement | Infermation Quality

(&1 Done I =
3. Click the Request Secondary Verification button.

4. The “Secondary Verification Successfully Created” message will display, as shown in Figure
39.
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Figure 39. Secondary Verification Successfully Created Message Screen
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5. If a Locality Contact has not been assigned in the system ““The locality contact information is
missing. Notification has been sent to the FNS Regional Coordinator’ as shown in Figure
40.
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Figure 40. The Locality Contact Information is Missing Screen
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6. If the state associated with the record is not an eDRS participant a message will display as
shown in Figure 41 stating: “The Locality Contact is not a user of the system. Secondary
Verification will need to be requested by telephone. Please refer to contact information
provided with this record or to the Profiles link on the left toolbar for Locality Contact
Information.”
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Figure 41. Non-User Locality Contacts Screen
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To view Secondary Verification Requests as a Requestor:

1. Click Secondary Verification in the left menu. Select the Requestor in the drop down
menu on the upper right hand of the Secondary Verification screen. The Requestor selection
will show records that have been requested for verification, as shown in Figure 42.
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Figure 42. Secondary Verification, Request Screen

a http:/ /65.207.77.87 - USDA FNS5 : eDRS - Microsoft Internet Explorer

USDA United States Department of Agriculure
ﬁ Food and Nutrition Service

Friday, September 19, 2008

| My eDRS < ificati
Secondary Verification
F Home
b Request EDRS Role
Change The Secondary erification Screen lists verification records by Verification Tracking number. The record details can be viewed by clicking

F Online Query
b Secondary Verification

on the Verification Tracking number.

b Search

Prefiles/Contacts Requests IRequestor -1
b Add/Modify/Delete
Cisqualifications [Locality Contact |
b Approve
Disqualifications 52 Record(s) Found Records per page :
“erification Tracking Status Sent To Last Updated Last Updated By
Administration 399 New MN/A 09/18/2008 Doe, Bill
358 Mew Cole, Patricia 09/19/2008 Doe, Bill
_ 357 New Heater, Janice M 0%/19/2008 Doe, Bill
Reports 396 New N/A 09/19/2008 Doe, Bill
S ) i LY i
o s = S — L R
b Records to be Deleted =0 o, S o oo
by State Report 393 New McDuffie, Sarah 0%/15/2008 Doe, Bill
392 New N/A 09/19/2008 Doe, Bill
_ 351 MNew M/A 09/19/2008 Doe, Bill
390 New N/A 03/19/2008 Do, Bill

b Cnline User Help

v cucccuce | I Y T
I User Detailed Guide
b eDRS Help Desk

I Feedback

b About

Disseminate on a Need-to-Know Basis Only
Sensitive but Unclassified

FSeDRSSecondaryVerifList

FOIA | Accessibility Statement | Privacy Policy | Nen-Discrimination Statement | Information Quality

[&Toone Crr [ e

2. Select the Verification Tracking number for the request that you would like to view. This
shows the status of the request. The status changes from New to Reviewed when the
Locality Contact views the request for the first time. The status changes again when the
Locality Contact manually changes the status to Documentation does not exist or
Documentation Sent.

3. The Requestor updates the status and closes the request by selecting Closed with response or
Closed documentation does not exist from the Status drop down list, as shown in Figure 43.
If the request remains open for more than 60 days without any action taken on the
disqualification record, the system will automatically change the status to Closed by system.
However, the Requestor at any time may close a request by selecting Closed by Requestor, as
shown in Figure 44.
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Figure 43. Secondary Verification, Tracking Details Screen
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Secondary Verification

The werification tracking details include Current Status, Last Modified By and Last Modified Date fields as well as a full tracking history.

Disqualification and contact details are also listed on this screen.

Verification Tracking Details

eDRS

Elactronic Disqualified Recipiant Systam

‘Welcome, Travis Doe | Log Out

Tracking Number: 357

Current Status:
Last Modified By:
Last Modified Date:

Documentation Sent
Coe, Eill

Tracking History

9/19/2008 2:20:55 PM

Update Status:

Created Date: 9/1%/2008 1:30:33 FM  Created By: DCoe, Travis

Reviewed Date: 2/15%/2008 2:18:3% FM  Reviewed By: Doe, Eill

Vverified Date: 5/1%/2002 2:20:55 PM  Verified By: Coe, Bill Verified Status: Documentation Sent
Closed Date: Closed By: Closed Status:

Disqualification Details

SS5N: S595875383 Name: REMNTAL, CASEY

Locality: Charlotte Amalie, v.1. State Code: V1

Mumber of Disquals: 1

Contact Details

VI FsP
Doe, Bill

Organization:
Name:

Title:

Title

Y —

=
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Figure 44. Secondary Verification, Tracking Details: Closed by Requestor Screen
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Secondary Verification

‘Welcome, Travis Doe | Log Out

The verification tracking details include Current Status, Last Maodified By and Last Modified Date fields as well as a full tracking history.
Disqualification and contact details are also listed on this screen.

Verification Tracking Details

Tracking Number: 373

Current Status

: New
Last Modified By:

Doe, Travis

Last Modified Date: 5/15/2008 1:45:35 PM

Tracking History

Created Date:

Reviewed Date:

9/19/2008 1:49:35 PFM

Created By:
Reviewed By:

Doe, Travis

Update Status: I -I

Clozed by Requestar |

Vverified Date: Verified By: verified Status:
Closed Date: Closed By: Closed Status:
Disqualification Details

S5SN: 506506811 Name: JOMES, LECNA
Locality: Shawnese State Code: kS

Number of Disquals: 3

Contact Details

Organization:
Name:

M/A

N/A

Title: MR

|@ Donne

To view Secondary Verification Requests as a Locality Contact:

-
T —

1. Click Secondary Verification in the left menu bar under My eDRS. Select the Locality
Contact in the drop down menu on the upper right hand of the Secondary Verification

screen. The Locality Contact selection will show records to be verified, as shown in Figure

45,

NOTE: The Locality Contact receives requests and provides the disqualification documentation
on an individual. The Requestor initiates the secondary verification process by submitting the

request.
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Figure 45. Secondary Verification, Locality Contact Screen
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2. Select the Verification Tracking Number for the request that you would like to view. The
Verification Tracking Details will be displayed, as shown in Figure 46.
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Figure 46. Verification Tracking Details Screen
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b Search
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b Approve Tracking Number: 351 Update Status: =l
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Current Status: Reviewed Documentation Does Mot Exist
. Last Modified By: Coe, Bill D
Administrati ;!
& Last Modified Date: §/1/2003 2:46:22 FM
- .
Reports Tracking History
b SMAP Reports Created Date: &/1/2008 2:36:30 PM Created By: DCos, Bill
b Records to be Deleted Reviewed Date: 8/1/2008 2:46:22 FM  Reviewed By: Doe, Bill
by State Report verified Date: verified By: verified Status:
Closed Date: Closed By: Closed Status:
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i ber of Disquals: 3
Contact Details
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ot A i Ad
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Note: When a Locality Contact clicks on the Verification Tracking Number for the first time the
status will change from New to Reviewed. If the Locality Contact has not reviewed the request
within seven (7) days an email reminder will be sent to both Locality Contact and the Requestor.
Subsequent emails reminders will be sent every seven days for the first 28 days with the message;
“Note: After 60 days the system will automatically close the request if no action is taken.”

3. Once the request is reviewed and action has been taken, the Locality Contact updates the
status of the Verification in the Update Status field, as shown in Figure 46. The status can be
set to Documentation Does Not Exist (if the record cannot be verified) or Documentation
Sent (if the disqualification documentation has been sent to the requestor.)

4. Select Save to record the status update.

Note: If the request is verified, the Locality Contact will send documentation to the Requestor
(external to the system.)
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7 Searching Profiles/Contacts

The Search Profiles/Contacts function allows you to access contact information by searching in the FNS,
State, and/or Locality profiles. Additionally, for each state an information profile is presented that
provides technical details about the states transmission method with FNS.

To Perform a Contact Search:

1. From the eDRS Home page screen, click Search Profiles/Contacts in the menu bar to
display the Search Profiles/Contacts screen, as shown in Figure 47.

Figure 47. Search Profiles/Contacts Screen

a http:/ /65.207.77.87 - USDA FNS5 : eDRS - Microsoft Internet Explorer

USDA. uited states Department of Agriculiurs

ﬁ Food and Nutrition Service eDRS

Elactronic Disqualifisd Recipiant Systam

‘Welcome, Bill Doe | Log Out

E My eDRS <«
o Search Profiles/Contacts
b Request EDRS Role
Change . o . - . .
> Online Query Fleaze zelect a region to view a list of contacts for a specific geographic location.

5 You may also select a state or locality if you wish to narrow your search.
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2. From the Search Profiles/Contacts screen, you can search contacts by FNS headquarters or
region, state and/or locality.
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To Search by FNS:

Searching by FNS will display all contacts associated to headquarters or region. The results list
SNAP and IT and Security contact types. For each contact, information such as Name, Title,
Phone, E-mail and Program/Division are provided.

1. Select FNS Headquarters and/or Region(s) from the Region drop down list, as shown in
Figure 48.

Figure 48. Search Profiles/Contacts, FNS Region Selected Screen
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2. Click on Search; the Regional Profile Results will be displayed, as shown in Figure 49.
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Figure 49. Regional Profile Results Screen
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3. To Print, click the Print Icon or to avoid text from being cut off on the printed document
click the View Printer Friendly Version. This will launch another window with the search
results. Click on the word Print in the right hand corner of the screen.

4. To return to the Search Contacts page, click on Back on the Regional Profile Results screen
or Search Profiles/Contacts on the left toolbar.

USDA Food and Nutrition Service 52 09/26/2008



Electronic Disqualified Recipient System (eDRS) User’s Guide

To Search by State:

State contacts displays all state contact types associated with that state. State contact types
include SNAP and IT and Security Contacts types.

1. Click the Search Profiles/Contacts or the Back from the Regional Profile screen.

2. Select Region(s) from the FNS drop down list and select State(s) from the State drop down
list, as shown in Figure 50. When one region is selected, only the states within that region
will display in the state drop down list. When more than one region is selected, states
associated with the selected regions will display in the state drop down list.

Figure 50. Search by State Screen
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3. Click on Search; the results of the search will be displayed, as shown in Figure 51.
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Figure 51. State Profile Results Screen
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4. To Print, click the Print Icon or to avoid text from being cut off on the printed document
click the View Printer Friendly Version. This will launch another window with the search
results. Click on the word Print in the right hand corner of the screen.

5. To return to the Search Contacts page, click on Back on the State Profile screen or Search
Profiles/Contacts on the left toolbar.

USDA Food and Nutrition Service 54 09/26/2008



Electronic Disqualified Recipient System (eDRS) User’s Guide

To Search by Locality:

Searching for Locality Contacts provides contact information for the primary and secondary
locality contacts.

1. Click the Search Profiles/Contacts or the Back button from the Regional Profile screen.

2. Select a Region from the FNS drop down list; select a State from the State drop down list.
When a State is selected, all the Localities within that State will display in the Locality drop
down list. If more than one state is selected a locality cannot be selected.

3. Select one or more Localities from the Locality drop down list, as shown in Figure 52.
Figure 52. Search by Region, State, and Locality Screen
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4. Click on Search to display the contacts, as shown in Figure 53.
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Friday, September 19, 2008
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Figure 53. Locality Profile Results Screen
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5. To Print, click the Print Icon or to avoid text from being cut off on the printed document
click the View Printer Friendly Version. This will launch another window with the search
results. Click on the word Print in the right hand corner of the screen.

6. To return to the Search Contacts page, click on Back on the Locality Profile screen or Search
Profiles/Contacts on the left toolbar.
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8 Adding, Modifying, and Deleting Disqualifications

Users have the capability to add, modify or delete disqualification records directly to eDRS. This
functionality allows a user to enter recipient and disqualification information directly from a PC. States
can elect whether or not to use the approval process for submission of new disqualification records.
Additional functionality includes the capability to modify or delete a record as long as the user is from the
state that has taken the last action on the record.

8.1 Adding Disqualifications

To Add a Disqualification without an Approval Process:

1. Click Add/Modify/Delete Disqualifications under My eDRS in the left menu bar, as shown
in Figure 54.

Figure 54. Add/Modify/Delete Disqualifications, Recipient Search Screen

/3 http:/ /65.207.77.87 - USDA FNS : eDRS - Microsoft Internet Explorer

USDA United States Department of Agriculture e D RS

ﬁ Food and Mutrition Service

Elactronic Disqualified Recipiant Systam

‘Welcome, Bill Doe | Log Out

| My eDRS : ; : :
- Add/Modify/Delete Disqualifications
ome
b Request EDRS Role
> Change Add/Modify/Delete Disqualification allows users to add new disqualification records and te modify or delete existing disqualification records.
Cnline Query . User can add a new disqualification record to eDRS by clicking Add. To modify/delete or search for an existing recipient, enter the name
b Secondary Verification and social security number and click Search. Records can only be modified or deleted by state users associated to the state for which that
b Search record belongs.

Profiles/Contacts
b Add/Modify/Delete

Disqualifications Recipient Search
b Approve
Disqualifications . . .
Last Name: | First Name: | Middle Initial: |

Administration SSN: | . |_ _ |—
- e e
Reports

b SMAP Reports
b Records to be Deleted
by State Report

b Online User Help

b User Quick Guide

P User Cetailed Guide
b eDRS Help Desk

b Feedback

b About

FSeDRSRecipientSearch

FOIA | Accessibility Statement | Privacy Policy | Non-Discrimination Statement | Information Quality

R

2. Enter the Last Name, First Name, Middle Initial, and SSN and click Search. The system
will search for recipients that are already in the system. If the recipient is not in the system,
go to Step 3 below. If the recipient is in the system, click on the SSN of the recipient and
then go to Step 5 below.

3. Click the Add button, and the Recipient Details screen displays, as shown in Figure 55.
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Figure 55. Recipient Details Screen
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4. Complete the required Recipient Details fields, First Name, Last Name, SSN, Birth Date,
and Sex.

5. Click Add Disqualification button.

Note: Mandatory fields are marked with an asterisk (*). Recipient Information will not be saved
until the disqualification details are saved.

6. Enter Disqualification Details including Disqualification Number, Decision Date, State
Reference Number, Start Date, Location, Offense Code, and Penalty Length as shown in

Figure 56. When the Offense Code is entered, the recommended Penalty Length will appear
as a reference.
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Figure 56. Disqualification Details Screen
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7. Click the Save button to submit the disqualification. A pop-up will display to confirm you
want to save the record.

8. Click OK if you want to continue or click Cancel if you do not want to save the
disqualification record, as shown in Figure 57.

Figure 57. Disqualification Submission Confirmation
x

@ Yfou are about o addfmadify & Disqualification record ko the database are wou sure wou want ko continue?

O I Cancel |

9. The Recipients Details Screen will display, display as shown in Figure 58. The user can view
the newly submitted disqualification record.
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Figure 58. Recipient Details Screen
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10. To add another disqualification to this record click Add Disqualification Record.

11. To modify the recipient details, make the changes and click Save. You will receive a message
that says: “Recipient record successfully updated.”

12. To return to the Recipient Search page click Cancel.
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To Add a Disqualification with an Approval Process:

1. Click Add/Modify/Delete Disqualifications under My eDRS in the left menu bar. The
Recipient Search screen will display, as shown in Figure 59.

Figure 59. Recipient Search Screen
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2. Enter the Last Name, First Name, Middle Initial, and SSN and click Search. The system
will search for recipients that are already in the system. If the recipient is not in the system,

go to Step 3 below. If the recipient is in the system, click on the name of the recipient and
then go to Step 5 below.

3. Click the Add button and the Recipient Details screen displays, as shown in Figure 60.

USDA Food and Nutrition Service 61 09/26/2008



Electronic Disqualified Recipient System (eDRS) User’s Guide

Figure 60. Recipient Details Screen
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4. Complete the required Recipient Details fields, First Name, Last Name, SSN, Birth Date
and Sex.

5. Click the Add Disqualification button. This will take you to a screen where the
disqualification details can be entered.

6. Enter Disqualification Details including: Disqualification Number, Decision Date, State
Reference Number, Start Date, Location, Offense Code, and Penalty Length, as shown in
Figure 61.
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Figure 61. Disqualification Details Request Approval Screen
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7. Click the Request Approval button to submit the disqualification. The “Disqualification
Successfully Submitted” message will display to confirm your submission, as shown in
Figure 62. The disqualification record will be routed to a user with approval authority.
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Figure 62. Record Submission Message Screen
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8. Once you have returned to the recipient search screen, you can enter additional
disqualifications by following steps 1-7 above.

8.2 Modifying or Deleting Disqualifications

Disqualification records can be modified or deleted by state users. To modify or delete a disqualification
record, the system requires that the user be from the state that owns the record. The state that submits the
last disqualification record is considered the owner of the recipient’s record. Modifying or deleting
records works like adding new disqualification records. If a state has elected to use the approval process,
modified or deleted records will be routed to the appropriate approvers.

To Modify Disqualification:

1. Click Add/Modify/Delete Disqualifications under My eDRS in the left menu bar, as shown
in Figure 63.
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Figure 63. Add/Modify/Delete Disqualifications Screen
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2. Enter the Last Name and/or social security number and click the Search button. The search

results will display, as shown in Figure 64. Records can only be modified by state users
associated to the state for which that record belongs.
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Figure 64. Disqualification Record Selection Screen
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3. Select the Disqualification Record that you would like to modify by clicking on the Social
Security Number. The disqualification record will display, as shown in Figure 65.
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Figure 65. Recipient Disqualifications Selection Screen
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4. Update the Recipient Details fields as necessary.

5. Click the Save button to store changes. A message will be displayed confirming the changes,
as shown in Figure 66.
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Figure 66. Recipient Record Updated Screen
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6. To modify the Disqualification Details, select the Disqualification Number for the record, as
shown in Figure 67.
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Figure 67. Modifying Disqualification Records without Approval Process Screen
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7. Update the Disqualification Details as necessary. For a state not using the approval process
follow steps 8 and 9. For a state using the approval process, go to step 10.

8. For astate that is not using the approval process, click the Save button to store changes. As
shown in Figure 68, a pop-up box will appear asking you to confirm that you want to modify
the disqualification record.

Figure 68. Disqualification Details Modification Confirmation
X

@ ‘fou are about ko add{modify a Disqualification record ko the database are you sure you want o continue?
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9. Click OK to save the modifications. Click Cancel if you do not want to save the
modifications.

10. For a state using the approval process, click Request Approval, as shown in Figure 69.
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Figure 69. Modifying Disqualification Records with Approval Process Screen
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11. Once the request has been submitted the user will see a message saying “The pending
recipient and disqualification have been successfully completed.” Next, you may add,
modify, or delete additional records at this time.

To Delete Disqualifications:
Disqualifications records may need to be deleted due to the following conditions:

o If the participant is over the age of 80, the states have the option to delete the
disqualification record

o Ifthere is a lack of official documentation related to the disqualification offense, states
must delete the record.

Deleting disqualifications records works much like adding and modifying disqualification
records. If a state has chosen to use the approval process, the deleted record will be routed to the

appropriate approver prior to being deleted. The steps for deleting disqualification records are
shown below.
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1. Click Add/Modify/Delete Disqualifications under My eDRS in the left menu bar, as shown
in Figure 70.

Figure 70. Add/Modify/Delete Disqualifications Screen
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2. Enter the Last Name and/or SSN and click the Search button, as shown in Figure 71.
Records can only be modified by state users associated to the state that submitted the most
recent record.
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Figure 71. Recipient Search Screen
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3. Select the record that you would like to delete by clicking on the Social Security Number as
seen in Figure 72.
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Figure 72. Disqualification Record Selection Screen
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4. Select the Disqualification Number for the record that you would like to delete to view the
disqualification details as shown in Figure 73.
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Figure 73. Delete Disqualifications Screen
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5. Click the Delete button to delete record. For states that have not chosen to use the approval
process follow steps 6-8. For states that have chosen to use the approval process, go to step
9.

Note: All Disqualifications must be deleted before a Recipient record can be deleted.

6. A confirmation pop-up box will display stating: “Deleting this disqualification will delete this
recipient from the system. Are you sure you want to continue?” as shown in Figure 74.
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Figure 74. Deleting Disqualification message Screen
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7. Click OK to delete disqualification, as shown in Figure 74.
Click Cancel if you do not want to delete the record.

9. For states that choose to use the approval process, as shown in Figure 75, a confirmation pop-
up box will display stating “Are you sure you want to delete the Disqualification? Note: The
deletion will be marked "pending™ and will not take affect until it is approved.”
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Figure 75. Deleting a Disqualification with Approval Process Message Screen

) http://65.207.77.87 - USDA FNS : eDRS - Microsoft Internet Explorer 1= x|

USDA. United States Dapartment of Agrculture
Zaam Food and Nutrition Service eDRS

Electronic Disqualified Reciplant Systam
A

Monday, September 22, 2008

| = W Add/Modify/Delete Disqualifications
Home
¥ Request EDRS Role
Change Note '™ indicates a required fisld.

b Online Query
b &d Hoc Query
b Secondary Verification

Recipient Details

R Last Name: RENTAL First Name: NORAH Middle Initial: 1 Suffix:
arcl :
Profiles/Contacts SSN: 995889530 Birth Date: 12/12/1520 sex: 7
b add/Medify/Delete Total Offenses: 1
Disqualifications Di Gl oo o ot
3 : : M ft Int: t Explos bt
Cisqualifications N e 2]

’El)isq <2 Deleting this Disqualification will delete this recipient from the system. Are you sure you want to continue? |per: |0003
urr

Administration \)

Star MNOTE : This deletion will be marked as "pending” and will not take effect until itis approved VI

I State Contact M/

Administration
b Locality Contact it cancel |
Administration
F Infermaticn Profile ReqUest Approval Delete | Cancel

b Uszer Administration

A

¥ administrative Reports 2
b SNAP Reparts C | Firearms Trafficking Conviction Any Amount

D

E

| Code | Description

Drug Trafficking Conviction Involving Less Than $500

Any Trafficking Conviction Inveolving $500 or More -

b Recent Disqualificaticns
Trafficking, Administrative Finding

Report

» Records to be Deleted
by State Report

I Secol | T ;
Rem:triary\fenﬂcatlon F | &pplication Fraud, Including Non Report of Changes

b Security Reports

Duplicate Participation

Other IPV
b Online User Help
¥ Online Administrator hd
[&] pone B[ [ [ [ ntenet

10. Click OK to delete disqualification.
11. Click Cancel if you do not want to delete the record.
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9 Approving Disqualifications

Disqualification Approval allows state users to approve or disapprove disqualifications being added,
edited or deleted from eDRS. In order to use this approval screen, states are required to enable the eDRS
approval process in the Information Profile screen. Instructions for enabling the approval process and
changing the level at which the approval process takes place (state or locality) can be found in the
Administrator’s Guide.

To approve disqualifications:

1. Click Approve Disqualifications under My eDRS in the left menu bar, as shown in Figure
76. You will see the pending disqualifications that are assigned to you.

Figure 76. Approve Disqualifications Screen
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2. Select the Pending Disqualification to be approved by clicking on the Social Security
Number for that record to display the Disqualification Approval Details Screen, as shown in
Figure 77.
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Figure 77. Disqualification Approval Details Screen
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Review the Recipient and Disqualification Details for accuracy and modify as necessary.
4. Click the Approve or Disapprove button to update the status of the record.

After clicking the Approve button, the “Pending Disqualification Record has been
successfully added” message will display, as shown in Figure 78.
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Figure 78. Disqualification Record Successfully Added Screen
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6. After selecting the Disapprove button, the “Pending Disqualification Record has been
successfully deleted” message will display, as shown in Figure 79.
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Figure 79. Disqualification Record Deleted Message Screen
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7. Once you have clicked approve or disapprove you will be returned to your inbox with
pending disqualifications requiring approval.
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10 Generating Reports

Users can review system activity and disqualification data through the use of reports. Reports allow them
to monitor the system to ensure that it is actively being utilized, that system integrity and security is
intact, and to monitor trends within the system. For example, if one region is not using the system, this
will alert the Program Accountability Manager(s) that something is not working for a particular state or
region. Reporting functionality allows FNS to make sure the system is being used properly and
efficiently.

Note: Reports are available in three different formats, PDF, MS Word, and Excel. Excel is only available
for SNAP Reports.

10.1 SNAP Reports

The SNAP Reports function allows the users to generate reports related to disqualification records. These
reports can be used to verify state submission of information and to summarize disqualification
information. The SNAP reports available are:

o Disqualifications Determination by Type of Offense — Lists number of disqualifications by
offense type.

o Edit Error Summary Report — Provides a summary of errors found while uploading to eDRS and
displays the number and type of error.

e Edit Error Detail Report — Provides details on disqualification records that had warnings or fatal
errors while uploading to eDRS.

o Database Record Count Report — Provides the number of recipients by disqualification number.

o Fiscal Year Report — Provides a count of the number of decisions made during a fiscal year “as
of” the requested date.

e Monthly Database Status Report Differences — Lists the number of disqualification records
submitted for the selected range of time.

¢ Monthly Disqualification Input Data Report — Provides monthly trend of input data.

o Net Record Changes — Provides a count of the number of record changes for a specified timer
period.

e Pending Disqualifications Report — Provides a list of disqualifications that are marked as Pending
in eDRS.

e Six Month History of Database Adds —Provides six month trend of adds to the database from both
online and batch states.

o Total Recipients per Number of Disqualifications — List the number of recipients by
disqualification number.

o Total Disqualifications Determined — Provides a list of total disqualifications in eDRS.

o User Activity Reports — Provides reports on state user activity such as number of queries run,
number of types of queries run, and number of query “hits” (i.e., successfully returning records).

o Data File Transmission Report — Provides a transaction log during the time period specified of all
files pushed and pulled.
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To run a SNAP report:

1. Click on SNAP Reports under Reports on the left menu bar. The SNAP Reports screen
displays as shown in Figure 80.
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Change
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b Secondary Verification

b Search
Profiles/Contacts

b Add/Modify/Delete
Disqualifications
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Disqualifications
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b SNAP Reports
I Records to be Deleted
by State Report

b Cnline User Help

b User Quick Guide

I User Detailed Guide
P eDRS Help Desk

I Feedback

b About

Figure 80. SNAP Reports Screen
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2. Select the Report Type in the Report Type drop down list, as show in Figure 81.
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Figure 81. SNAP Reports Report Type Screen
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3. Select the Region for which you would like to run the report. Region is a required field for
running this report. You can select All Regions by clicking on the Select All Regions box.

Note: Selecting a State can narrow the report’s results.

4. Enter the Start Date, or, click on the calendar icon and select a start date for the data that will
be included in the report. The start date is a required field for running some SNAP reports.

Note: Some reports do not use the Start Date field. Some reports use only month/year dates.

5. Enter the End Date, or, click on the calendar icon and select an end date for the data that will
be included in the report. The end date is a required field for some SNAP reports.

Note: Some reports do not use the End Date field. Some reports use only month/year dates.
6. Select the State (if so desired) for which you would like to run the report.

7. Select the File Type (if so desired) in the Select File Type drop down list. File type allows
the user to choose which format they would like to use to view the requested report. The
three types are:

~ PDF

- MS Word
— MS Excel
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8. Click the Submit button to view the report.
9. To print report, select the Print icon form the MS Word, MS Excel, or PDF toolbar.

10. To clear the page and use new/different parameters, click the Clear button.

10.2 Recent Disqualifications Report

The Recent Disqualifications Report will display the recent disqualifications that have occurred for your
state during a selected range of time.

To run a Recent Disqualifications Report:

1. Click on Recent Disqualifications Report under Reports on the left menu bar. The Recent
Disqualifications Report screen will display, as shown in Figure 82.

Figure 82. Recent Disqualifications Report Screen
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2. Enter the Start Date or click on the calendar icon and select a start date for the data that will
be included in the report. The start date is a required field for running this report.

3. Enter the End Date, or click on the calendar icon and select an end date for the data that will
be included in the report. The end date is a required field for running this report.

4. Select the State (if so desired) for which you would like to run the report.
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5. Select the Locality (if State is chosen and if so desired) for which you would like to run the
report.

6. Select the File Type in the Select File Type drop down list. File type allows the user to
choose which format they would like to use to view the requested report. The two types are:

— PDF
- MS Word
7. Click the Submit button to view the report.

8. To print the report, select the Print button on the top right side toolbar in the report.
Note: To ensure that text is not cut off, choose the landscape print layout.

9. To clear the page and use new/different parameters, click the Clear button.

10.3 Records to be Deleted by State

The Records to be Deleted by State function allows users to generate reports on view disqualifications
records that will be deleted by State. This report is of individuals in the eDRS database that are at least
80 years of age. Since State agencies must indefinitely retain documentation in support of the records in
eDRS, FNS allows States to delete from their own records and from eDRS all records identified in this
report.

To run Records to be Deleted by State Report:

1. Click on Records to be Deleted by State Report under Reports on the left menu bar. The
Records to be Deleted by State Reports screen will display, as shown in Figure 83.
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Figure 83. Records to be Deleted by State Report Screen
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2. Select the State (if so desired) for which you would like to run the report.

3. Select the File Type in the select file type drop down list. The File Type allows the user to
choose which format they would like to use to view the requested report. The two types are:

- PDF
-  MS Word
4. Click the Submit button to view the report.

To print the report, select the Print icon from the PDF or MS Word toolbar.

6. To clear the page and use new/different parameters, click the Clear button.
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10.4 Secondary Verification Report

The Secondary Verification Reports allow the users to generate reports related to secondary verification
requests. These reports can be used to verify state submission of information and to summarize
disqualification information.
To run a Secondary Verification Report:
1. Click on Secondary Verification Reports under Reports on the left menu bar. The
Secondary Verification Reports screen will appear, as shown in Figure 84.

Figure 84. Secondary Verification Reports Screen
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2. Select the report type in the Report Type drop down list, as shown in Figure 85.
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Figure 85. Secondary Verification Report Type Screen

/} http:/ [65.207.77.87 - USDA FlNS : eDRS - Microsoft Internet Explorer o =] ]

USDA United States Department of Agriculure
ﬁ Food and Nutrition Service eDRS

e
19

Monday, September 22, 2008 ‘Welcome, Travis Doe | Log Out

| My eDRS <«
F Home
b Request EDRS Role
Change
F Online Query
b Ad Hoc Query A . . . . . . .
b Secondary Verification To maintain consistent user functionality across various browser types this application requires the user's browser to allow window pop-
b search ups. If you are using a windows pop-up blocker, please disable it while you are using this site.
Profiles/Contacts
b Add/Modify/Delete
Cisqualifications

Secondary Verification Reports

Select Secondary Verification Report Details

Motice: Wersion 6.0.0 of Adeobe Acrobat will not generate reports within eDRS. All other versions of Adobe Acrobat will worle.

Cownload Acrobat® Reader® software to view PDF Files here.

b Approve
Disqualifications .
Meote @ '*' indicates a required field.
Administration
b State Contact Report Type: - Se“”dar"' verification
b fggiﬂ';té?ﬂgct |5econdar: eriF\:atiUn_Aged Report
Administration Start Date (MM/DD/YYYY): = I j

b Information Profile

b User Administration End Date (MM/DD/YYYY): < [ [

[Reports Y ts: -
— fsplay Bequasts ¥ sent By State
b Administrative Reports .
b SHAF Reports  Received By State -

b Recent Disqualifications
Report State: | VIRGIN ISLANDS =

P Records to be Deleted
by State Report

b Secondary Verification Select File Type: | FDF ;I
Reports
B k
Security Reports Submit | Clear
F Online User Help ;I
[&] pane l_ @— l_ l_ l_ & Internet 4

3. Enter the Start Date or click on the calendar icon and select a start date, for the data that will
be included in the report. The start date is a required field for running this report.

4. Enter the End Date or click on the calendar icon and select an end date for the data that will
be included in the report. The end date is a required field for running this report.

5. Select the Display Request for which you would like to run the report. Display Request is a
required field for running this report.

6. Select the State (if so desired) for which you would like to run the report.

7. Select the File Type in the Select File Type drop down list. File type allows the user to
choose which format they would like to use to view the requested report. The two types are:

~ PDF
-  MS Word
8. Click the Submit button to view the report.

9. To print the report, select the Print icon from MS Word or PDF toolbar.
10. To clear the page and use new/different parameters, click the Clear button.
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11 Accessing Help and Submitting Feedback

This chapter explains how to obtain help while using eDRS. There are two methods through which to
obtain help through eDRS:

e Online Help — Detailed help guides that can be accessed through the application to provide
you with step-by-step instructions for each function performed within the system.

o eDRS Help Desk — Provides assistance for any issues or problems you may have with the
system. You can contact them via e-mail, an online form, or by telephone.

You can also submit feedback about eDRS through online Feedback.

Note: All password related issues should be directed to the eAuthentication Help Desk at
eAuthenticationHelpDesk@USDA.gov.

11.1 Online Help

Online Help is organized according to sections within eDRS and is broken down into subsections
accordingly.

To use the Online Help functionality:

1. Click Online User Help in the menu bar to display the Help screen.

2. To view a topic within Online Help:

— Click the topic on the help screen for which you wish to obtain help to display a screen
for that topic

— Click the plus (+) sign next to a topic to display a sub-menu for that topic and then click
on one of the sub-topics. For example, click Online Query to display step-by-step
instructions for the Online Query function.

11.2 eDRS Help Desk

To access the eDRS Help Desk information, go to the eDRS Home page and refer to the bottom left hand
corner of the page under eDRS Help Desk, or click on eDRS Help Desk in the menu bar. The eDRS Help
Desk provides you with three methods for communicating with the Help Desk:

1. Calling the Help Desk directly at (866) 557-8330, 6:00AM-6:00PM ET.

2. Submitting an Online Form through the link provided on the eDRS Home screen or on the
eDRS Help Desk screen that can be accessed in the menu bar. The Online Form will display
and will ask for the following information:

- Name

- E-Mail

- Phone

- Select your Problem Area — Select the appropriate radio button

- Problem — Provide additional information based on the radio button chosen

- Additional Information — Any additional information that may assist the Help Desk in
determining the best way in which to resolve your problem(s)
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Enter all required information and click the Submit button to submit the form to the Help Desk.

3. Sending an e-mail directly to the Help Desk at eEDRSHelpDesk@fns.usda.gov describing
your problem(s).

11.3 Feedback

Users have the option of submitting feedback to FNS regarding the eDRS application. This option is to
allow users to provide any suggestions or comments they may want to share in terms of improving the
system, changing the system, etc. They can access this option by clicking on Feedback in the menu bar.
This will bring up an e-mail screen through your current e-mail where you can provide feedback,
suggestions, concerns, etc.

Note: You may use this communication channel to submit comments about eDRS. However, if you need
an answer to a specific question or have encountered a problem with using the system, please contact the
Help Desk.
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12 Logging Out

The Logout function allows you to log out of the eDRS application.
To log out of the application:
1. Click Log Out at the top right of the screen, as shown in Figure 86.
Figure 86. eDRS Home Page Screen, Logout
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Upon logging out of eDRS, you will be taken back to the eDRS Usage Terms and Conditions screen. At
that point you can close your browser completely.
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13 Appendix A: Glossary

Decision Date

A hearing renders a decision the date official in an
administrative disqualification hearing or a court of law or the
date that the individual signed either a waiver of their right to
an administrative disqualification hearing or a disqualification
consents agreement.

Disqualification Number

The IPV descriptor used for penalty period determinations.
Multiple records for the same person may have the same
disqualification number.

DRS Disqualified Recipient System

eDRS Electronic Disqualified Recipient System

FNS Food and Nutrition Service

FSO FNS Security Officer

Headquarters FNS National Headquarters in Alexandria, VA.

HTTP Hyper Text Transport Protocol

HTTPS Hyper Text Transport Protocol Secure

IE Internet Explorer

IPV Intentional Program Violations

Locality A distinct portion of a State, often a county, with an individual

identifier.

Locality Code

A unique numeric identifier for a Locality within a State.
Either a FIPS code or a State-designated Locality Code may
be used.

Locality Contact

The person designated to provide secondary verification of
disqualification record matches found through DRS. The
Computer Matching and Privacy Act of 1988 requires that all
matches be verified through a secondary source.

PC

Personal Computer

Penalty Determination

An investigator to determine whether an IPV suspect has any
prior disqualifications and, therefore, determine the appropriate
penalty period can use data within DRS.
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The length in months of a penalty for an IPV. Penalty length is
specified by the judge issuing the disqualification decision, and

Penalty Length may range from zero months to permanent—recorded as “99" in
DRS.
QA Quality Assurance
Quality Control. Option used by Quality Control workers to
QC verify eligibility of a recipient as of the current QC review

date.

Regional Office

The Regional FNS Office that administers a group of States.

Regions/States

The Regional FNS Office that administers a group of States.
Currently there are seven (7) Regions.

SNAP Supplemental Nutrition Assistance Program

SSN Social Security Number

SSO State Security Officer

Start Date The date on which the penalty for disqualification begins.
USDA United States Department of Agriculture
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