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The O fice of Administrative Hearings Bulletin Board is currently operationa
and ready to be utilized by Upstate local district staff. As explained to you
previously by Terri Caouette fromthe Ofice of Admi nistrative Hearings, this
bull etin board was established to automate the process of sendi ng nessages and
transmittals to local district staff. The bulletin board, referred to as "FH
Transmits" is part of the New York State Departnment of Social Services' Ofice
Aut omation System (OFIS Link Ofice System.

In order to access the FH Transnits Bulletin Board, |ocal district staff nust
have a user |ID number, access to the Ofice Automati on System and have been
granted access by our office. |In nost cases, the local district fair hearings
Iiai son has been designated to receive these nessages. Any future changes in
who shoul d have access to the Bulletin Board should be reported to Terri
Caouette at (518) 474-5854.

Effective inmmedi ately, the Ofice of Admi nistrative Hearings (QAH)
Transmittals should be retrieved by local district staff electronically
through the Bulletin Board as they will no |onger be nmailed. Local Districts
that do not have O fice Automati on System capabilities or where the liaison
does not have access to the Systemwi |l continue to receive OAH Transmittals
via first class mail until such time as access is avail abl e.

Using the FH Transnits Bull etin Board

Sel ecting Top Ten Bull etin Boards:

Each user nay select up to 10 bulletin boards (in addition to the System

board) for which they will receive a "Check Bulletin Board" nessage when a new
itemis added to the board. You will still have access to other boards to
whi ch you have been granted access; however, you will not receive a nessage

whenever non-sel ected bulletin boards are updated. Local District staff
shoul d designate "FH Transnits" as one of their top ten bulletin board
sel ections.

To select a Board for your Top Ten:

o] Type BBD in the Direct Command screen (Shift F1) and press Enter.

o] Type an "S" next to each Bulletin Board which you wish to appear on
your Top Ten List, and press Enter.
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An asterisk (*) will appear and remain in front of those boards which
you have sel ected for your Top Ten List.

When you have conpleted the selection, to return to the OFI S Link
screens, nove the cursor to the "Return" field at the top right of the
screen, or to see your list of Top Ten Bulletin Boards, nove the
cursor to the "Selected Bulletin Boards" field, top center and press
Enter.

How to Access Bulletin Boards and Messages:

If Check Bulletin Board Message is not in the Notice box:

o

Press sShift F1
Type BBD and Enter.

The "Available Bulletin Boards" Screen appears with a |ist of boards
which are available to you. The date of the nbst current nessage for
each board is indicated to the right of the nane of the board. |If you
only want to see boards on your Top Ten list, cursor to the "Sel ected
Bull etin Boards" field and Enter

To display a nmessage, cursor to the headline of choice and press
Enter.

The nmessage appears with the text of the nessage.

To view the next nessage, nmove the cursor to "Next Message" field at
the bottomright of the screen. |If there is no next nessage you are
returned to the Bulletin Board Contents Screen

To sel ect another nessage fromthe "Bulletin Board Contents" Screen
for the sanme Bulletin Board you previously sel ected, nove the cursor
to the "Return" field in the top right of the screen on which the
current nessage i s displayed and press Enter. The Bulletin Board
Contents screen appears to enabl e you to nake anot her sel ection

To Exit the Bulletin Board feature, press ESC.
Fromthe "Bulletin Board Contents" Screen, to see the previous screen

"Sel ected Bulletin Boards", or "Available Bulletin Boards", cursor to
the "Return" field and press Enter

If Check Bulletin Message is in the Notice Box:

o

Wth a "Check Bulletin Board" notice in the Notices box, npbve cursor
to that field and press Enter

The "Sel ected Bull etin Boards" Screen appears with the SystemBulletin
Board and any Top Ten sel ected boards |i sted.
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o] The "Bulletin Board Contents" Screen appears. Mve cursor next to the
bull etin board nessage headline you wish to view and press Enter.

o] The nmessage appears with the text of the nessage.

o] To view the next nessage, nmove the cursor to "Next Message" field at
the bottomright of the screen. |If there is no next nessage you are
returned to the Bulletin Board Contents Screen

o] To sel ect another nessage fromthe "Bulletin Board Contents" Screen
for the sanme Bulletin Board you previously sel ected, nove the cursor
to the "Return" field in the top right of the screen on which the
current nessage i s displayed and press Enter. The Bulletin Board
Contents screen appears to enabl e you to nake anot her sel ection

o] To Exit the Bulletin Board feature, press ESC.

o] Fromthe "Bulletin Board Contents" Screen, to see your Sel ected
Bull etin Boards cursor to the "Return" field and press Enter

Bul | etin Board Message Screen with Linked Docunent:

The FH Transmits Bulletin Board will have a nessage |inked to another
docunent. The actual OAH transmittal will be in a |inked docunent.

Near the bottomleft side of the Bulletin Board nessage you will see a "Link
to Docunment” field. On the next line just belowthe field will be listed the
| ocation of the |inked docunent. Ofice of Adm nistrative Hearings
Transmittals for 1996 are located in a file called "1996" in a drawer called
" OAH".

To access |inked Docunents when the Bulletin Board nessage is on the
Scr een:

o] Move cursor to the "Link to Docunent" field and press Enter
o] You may print the docunent or copy it to a file on your C drive.

- To copy to a Cdrive file called "Transmittals", presuning you
have created such a file:

- Press Shift F1

-  Type CTF, press SKP FWD Key, Type C Transmittals, and press
Ent er

- Note: You are in the OAH drawer, not your own Drawer. To continue
wor ki ng you must change back to your own drawer. To do this, please
take one of the followi ng two steps:

o] Press the Online Menu key, cursor to "List shared File drawers"”,
press Enter, SKP FWD down to your own ID and press Enter OR

o] Press the Online Menu key, cursor to "Change File
Drawer” and Type "YOUR I D' and press Enter.
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To determnmi ne what drawer you are in, you can at any tine press the Online
Menu key and near the top right of the screen in the "Drawer |ID' field,
the nane of the drawer you are currently in is displayed.

To Access a Transnmittal Linked Docunent when the Bulletin Board Message is

not on the Screen:

At sone point, you may want to access a previous transmittal. Due to the
passage of tinme, there nay no |onger be a nessage in the FH Transmts
Bul l etin Board which woul d enable you to automatically link to copies of
previous transmittals. To see all previous transmttals which are on-
line, you nust change to the OAH Drawer as foll ows:

o] Press the Online Menu Key.

o] Cursor to "Change File Drawer" and Type "OAH' and press Enter.

o] Press the F1 Key.

o] Type W

o] Press Enter.

o] The file you will see called "1996" will contain copies of all
electronically nmailed transmttals beginning with this transnmittal
(OGAH Transmittal 96-21).

- Note: You are in the OAH drawer, not your own Drawer. To
conti nue working, you nmust change back to your own drawer.
To do this, please take the follow ng step:

o Press the Online Menu key, cursor to "List
shared File drawers", and press Enter, SKP FWD down
to your own ID and press Enter.

0 To determ ne what drawer what drawer you are in, you
can at any tinme press the Online Menu key near the
top right of the screen in the "Drawer ID' field, the
nane of the drawer you are currently in is displayed.

If you have any questions regarding this transmittal, please contact Susan

Fiehl at (518) 473-4779, e-nmmil 90j069; or Terri Caouette at (518) 474-5854,
e-mai |l [ a0129.
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Mark Lacivita, Director of Adm nistration
Ofice of Administrative Hearings



