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To: Department of Transitional Assistance Staff

From: CII_;ydia Conley, Acting Assistant Commissioner for Policy, Program and
xternal Relations

Re: TAFDC, EAEDC and SNAP: Preparation for Implementation of
eNotification

Background The Department is always exploring more efficient methods of
communicating with clients. To that end, DTA plans to implement a test
project called eNotification. eNotification works in conjunction with My
Account Page (MAP).

The eNotification process will inform clients by email when Department
notices are available to view on the client’s MAP. This should not only
provide clients with expedited access to Department notices, but it should
also reduce the cost of paper and postage associated with mailing DTA
notices.

I\P/Iurpose of This memo serves to advise TAO staff about :
emo

e the future eNotification project; and
e their preliminary responsibilities regarding the project.
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Case Manager  To ensure project success, staff are asked to give the Opt-in/Opt-out form
Responsibilities (Attachment A) to any grantee:

e who is interested in participating in eNotification,

e has an active Electronic Benefit Transfer (EBT) card;

e provides an email address that is accessible to the grantee; and

Note: Since only grantees have access to MAP, the email address
provided by the client must be accessible to the grantee.

e registers for a MAP account, if they do not already have one.

Note: If a client does not currently have a MAP account, staff can provide
the client with the Register for My Account Page (MAP) hand-out
(Attachment B).

Important: There is no requirement for the client to provide an email
address or participate in the eNotification project. Submission of
the email address and participation in eNotification is optional.

Whenever there is face-to-face client contact, staff should explain that:

e once implemented, eNotification will be a fast way for the client to
read important notices;

e once implemented, most Department notices will no longer be sent by
mail to a client requesting the eNotification option;

e clients selecting this option will be notified when eNotification will be
implemented, and additional details of the process will be provided at
that time; and

e if interested in participating, the client must complete and sign the
Opt-in/Opt-out form, including provision of current email address, and
create a MAP account if they do not already have one.

Once the Opt-in/Opt-out form is completed and signed, Department staff
must place the completed form in a central location, determined by the TAO
manager. At the end of the each week, TAO staff designated by the TAO
manager must send the forms by interoffice mail to the attention of the
eNotice Project Manager at Central office. The email addresses will be
entered on BEACON centrally.

Department staff and clients will be notified as to the details and the start
date of the eNotification project.

If you have any questions, please have your Hotline designee call the Policy

Questions .
Hotline.
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Attachment A

eNotification Opt-in/Opt-out Voluntary Participation Form

What is eNotification?
Why wait for the mail? DTA has developed a faster way for you to see information important to you. It is called
eNotification.

How does it work?

If you choose eNotification, DTA will send you an email to let you know you have an important notice such as an
approval letter or request for verifications. When you get the email, you will click on a link to view DTA notices on
a secure website called My Account Page (MAP).

Here is how eNotification works:

e When DTA sends you information, you will receive an email from DTA.

e You will open the email, and click on the link in the email.

e The link will take you to MAP.

e You will sign into MAP using your Electronic Benefit Transfer (EBT) Card number along with your date
of birth, SSN and zip code.

e You will see your notice and be able to download it or print it.

Important: If you do choose eNotification, you will not receive paper notices in the mail anymore. DTA notices
are sometimes time sensitive and you should view the notices in MAP when the email is received to ensure that due
dates are not missed.

How do | start getting my notices online?
e You must be the head of household or “grantee” for your case.
e You must tell us your email address.
e You must register for a MAP account, if you don’t already have one.

e You must check the “Opt-In” box in Section I on the other side of this form.
e You must complete all the information in the Opt-In section on the other side of this form and give it to
your case manager.

Am | required to use eNotification?
No. You are not required to participate in eNotification.

What is MAP?
MAP is a secure website where you can see information about your DTA benefits, household, case manager, local
office, and notices.

e If you don’t already have a MAP account, you can create one at www.mass.gov/vg/selfservice.
e You will need your Electronic Benefit Transfer (EBT) card number.
e You will also need a working email address.

When will | start getting my notices online?
DTA will notify you when we are going to begin sending you notices online.

What if | want to start getting paper notices again?
If you decide later that you prefer paper notices, simply fill out the “Opt-Out” part of the form on the other side and
give it to your case manager.
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Attachment A

1. Opt-In to eNotification

[] I want to participate in eNotification. | give DTA permission to use the email address below. I will also create an
account in MAP to view notices and information about my case. | can stop participating in eNotification at any time
by telling my case manager in writing.

Full Name My e-mail address is

(Please Print Clearly) (Please Print Clearly)

SSN or Agency ID

Signature Date

1. Update My Email Address for eNotification

] Please change the email address where DTA sends my notices.

Full Name My new e-mail address is

(Please Print Clearly) (Please Print Clearly)

SSN or Agency ID

Signature Date

11, Opt-Out of eNotification

1 I no longer wish to participate in eNotification. | understand I will no longer receive email notifications. |
understand that DTA will begin sending my notices to the mailing address DTA has on file for me.

Full Name

(Please Print Clearly)

SSN or Agency ID

Signature Date




Attachment B

Register for My Account Page (MAP)

» Introduction

Why is My Account Page (MAP) useful? You can access your case information at any time on the
Internet.

Who can use My Account Page (MAP)? You must be the head of the household receiving benefits
within the last 90 days, and have an e-mail account.

NOTE: MAP is not available to clients with a Heightened Level of Security.

I Go to: www.mass.qgov/va/selfservice — ] e toon

w[& www.mass.gov/vg/selfservice M ‘ e ‘ e ‘
i Fle Edit Goto ' www.mass.gov/vg/selfservice Enter
x (& snag -

2 Click the My Account Page button. ———fmerece o'

Free and Reduce
public benefits, click on

m Apply My Account Page
= | s D

hous. For a detailed list
enices

Food Assistance

s Program) or the Free :

|z Program (SNP), click L

egarding these food My Account Page button
pelf Senice Optians for See if you mey be eligible  Apply for the Supplementsl  Chedk the status of your

receives. NEW! You

3  Click the Register button. ==mmmmme___loseniouassean L o A Pee e thoven e vines [238]

rocessed.

Gateway.
ICommonwealth Care, Forgot Password?
household can change
ousehold online? Using User Self Registration e
ficcount Page, they can
per, homeless stalus, Note: Only the Head of Household can
i i Back To Main P POy
joty information oftheir [m register and view benefit information.

Read the Terms and Conditions. Step 1: Terms g

Virtual Gatewal kanditions for Individual Users

The Virtual Gate’ ated business senices are provided subject to your agreement
. . and compliance witl ‘erms and Conditions of Use set forth below. Please read the

C| |Ck | AC ce pt |f yO u a_g ree. following carefuly Ifyou o not agree to be bound by these Virtual Gateway Terms and

Conditions of Use, promptly exit this application.
1. Applicability: These VG Terms and Conditions of Use shall apply to your access to and -

Select My Account Page. —_— i g (aGT Aot

RS

Step 2: Personal Information

Type your name Into these bOXES \ Please highlight ice to which you would like access and complete all of the sections
below. When y, ed, click the "Submit” button
. A Account Page
Type in any 4-digit number. we“ﬂ“@

O 00 N o U1 hN

First Name John
Select your birth month and birth day. Widdle nial Pt
Last Name Smith
|0 Type in your e-mail address twice. - 4 igit PN ot s s
H . . . H numberfnr \dem\ﬁcatmn reasons in the future
You will receive a confirmation e-mail - B (Mmm® i [l
a.t th IS add ress. Email Address address@example.com
. ; Confirm Email Address address@example.com
Il  Answer the Security Question. Security Question
Answers that are numbers ed as numbers and not words (for example. enter 8
. . rather than “eight” or 3 rathe
I 2 CIICk Smelt. What s the 1st letter in the word R
- RED?

w Cancel

Believing you can.




I3 Check your e-mail at the address
you entered in Step 10.

Click the link in that e-mail. This link
expires seven days after signing

up.

Make sure all the information here is
correct. If you need to change it,
press the Edit button.

\*

——

Attachment B

From: Gateway, Virtual (ehs)
Subject: Your Virtual Gateway Account
Charset: US-ASCII (view as UTF-8)

[ren view | rorvard’

Your request for a Virtual Gateway account has been processed.
Click the link below to confirm your account information and continue the registration process.

https://gateway.hhs.state.ma.us/authn/selfReg.do?reqType=page2&tokenld=mgiSkgwddyk
addaxfivdin3vtew29ws

Thiz link will remain active for 7 days. After 7 days, you will need to begin the registration process
again.

Step 4: New User Confirmation

Please review your information below. If this information IS comect, continue to Step &. If
this information 1S NOT carrect, click "Edit" to change the information and then continue
to Step 5.

First Name John

Middle Initial

Last Name Smith

4 Digit PIN 7894

Birth Date (Month/Day) Month: 3 Day: 15
My Account Page -

Senice Name

Edit

Step 5: Create Password

To lag in to the Vinual Gateway, you will need to create a password. Passwords mustbe 8 1o 16
characters long. Passwords must contain the following:

+ Between 8 and 16 characters

+ Atleastone uppercase character (4, B, C, ...}
+ Atleastone lowercase character (g, b, c, ...)
+ Atleastone number (1,2, 3,..)

Passwords cannot contain:

Follow these directions to create
your password.

+ The words "test”, "password” or "pass”™

* Yourfirst name, your last name, or your full name
* Your Virtual Gateway Username

+ Your email address

Important! Keep your information safe and secure. Do not share your Virtual Gateway password
with anyone.

Password ®eesssss

Confirm Password ®eesssss

17
18
19

Type in your password twice.
Select a secret question.

Type in your answer to that
question.

20

Step 6: Secret Questions

Two secret questions must be selected and answered. These questions will be used if you
forget your password gegeed to change it Once you have selected and answered your
questions, click thy button and your Virtual Gateway username will be displayed.

Whatis your‘favun‘te animal? El

Secret Question

Answer to Secret § Dog

r Whatis yogrfavo_mg_drml{?E

Do it again down here.

Secret Question 2

Answer to Secret Question 2 Orange Juice

21 Click Submit.

22 Write down your username.

23 Click Log in to the Virtual

Gateway.

Believing you can.

(oms) [cama)

Congratulations!

WUHY created your Virtual Gateway account.
Your usernam jsmith193

Please keep your username and password safe and secure.

Log in to the Vitual Gateway

/

Virtual Gateway

Customer Service
Monday through Friday
8:30 am to 5:00 pm
800-421-0938 (Vr

)
617-847-6578(TTY forthe
deaf and hard of hearing)
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Virtual Gateway

Welcome to the Virtual Gateway Customer Service
24 Type in your username from Step sl _tosin ot trough g
22. 817 841 0378 to e

= deaf and hard of hearin:
Usern: jsmith193 )

_Eﬂn-.*l ssssnses (Case sensitive)

Forgot Password

25 Type in the password from Step
17.

Manage My Account

Welcome John Smith

+ Change My Passwon
« Answer My Secret

) ) Please select one of the following Business Services: Questions
(Clicking on link will open in a new window.) + Update My Personal
26 Click the My Account Page link. ~ Usdde
ﬂ » Register for Additionz
* Wy Account Page Senices
+ Logout
il
Virtual Gateway Mass./;m
Mass.Gov Home
Welcome to My Account Page January 23
UserJohn Smith Organization Self Registrati

To see your records, fill in the search fields below and click on the ‘Search’ button. You must be the head of your household to view benefit
infarmation

Ifyour records cannot be found please confirm your information is correct and matches whatis on record with MassHealth andlor the Dep
of Transitional Asslﬁﬁn:e. To make corrections to the information given during the registration process you will need to exit My Account Pz

27 Type |n the year you Were born ; click the "Mana; ¢' link on the Virtual Gateway Sevices Page

Please enter a

28 Type in your Social Security oy —

search data for John Smith:

N U m b er . Residential Zip CA
29 Type |n the le Code Whel’e yOu ||Ve :Iot;mmr:] d Health Assistance Program Information please fill
or where you get your mail. s
SIS 3 apmn LT
Member D # o
To View Food/Cash Assistance § .ation please fill in the following ——
30 Fillin the rest of the numbers of e
your EBT card. EBTNumber* 600875 -[120000001960 :g'"“"‘"u'ﬂ"'
60087

31 Click Search. Sesearch

Exit My Account P

82010 Cc of Relesse $3.1 Help Site Policies Contact Us Site}
EBT Humber* GIOE7E - 130000001950
. . =
32 Click your name in the search . st Pl
Plaasa dick on your nams bslow 1o view your Food Cash Assistance Program beneStinfomation
results ame Gender Date of Birth Zp Cote
John Smith Male 031511962 02111

Believing you can.
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My Account Page (MAP)

» What is My Account Page (MAP) offers online access to healthcare and food assistance
benefit information such as MassHealth, SNAP, TAFDC, and EAEDC. For DTA
MAP? programs, MAP is informational only.
» Website www.mass.gov/va/selfservice
» Access Once registered, users can log in and access MAP any time (except for daily

scheduled maintenance from 2:00am to approximately 8:00am).
No additional updates are required for your MAP account after you register.

Your MAP password never expires.

To view your MAP account:

» Login
1. Go to www.mass.gov/va/selfservice
2. Click the My Account Page button.
3. Enter your username and password that you chose during registration
4. Click the Login button.
5. Once logged in, select My Account Page.

From here you can review your account information.

To view your MAP account, the following information must exactly match what is

» Information .
currently recorded with DTA:

)’OU need to 1. Date of Birth,

know 2. Social Security Number, and
3. Residential Zip Code (where you live).

You also need at least one of the following:

e MassHealth Member ID Number (to see health benefits information), or
» Electronic Benefit Transfer (EBT Card) Number (to see food/cash assistance
information).

Both if you are receiving both benefits (MassHealth and DTA benefits).

» DTA If you are receiving benefits from DTA and you are the head of household, you can
inf . see the following information with MAP:
!n ormation Status of SNAP, TAFDC, or EAEDC benefits,
N MAP Amount of benefits,

Local DTA office and Case Manager,

1

2.

3. Date of benefits,

4

5. DTA documents that have been sent to you by mail within the last 12 months.

Believing you can.




