
	 	
	 	 					

	
	

	 Removing EBT Benefits Issued In Error

We have received several questions about removing EBT benefits from 
clients’	accounts	when	they	have	been	issued	in	error.		We	have	even	
received information that these requests are going to the Service Desk.  
We have asked the Service Desk to stop removing benefits from clients’ 
accounts.  Once benefits are issued into a client’s account– they are the 
client’s benefits, whether they were correct or not.  These benefits cannot 
be removed from the EBT accounts without the client’s approval and 
permission.
Staff have two options to give clients when these incorrect issuances happen. 
The clients will get to choose which option they wish to go with. Here is 
what needs to happen:
Contact the client and explain what happened and benefits were issued into 
their account in error.  Explain that there are two ways we can rectify the 
situation:

•	 They can sign a 457D and authorize you to remove the benefits issued 
in	error;	or

•	 They can keep the benefits and an administrative error overpayment 
will	need	to	be	written	on	the	case.

Once the clients have decided what to do, you will need to act.  Should 
they decide to come in and sign a 457D – you will then have permission 
to remove the benefits from the case.  This should be done by your admin 
or support staff in your office.  You can find the policy around removing 
benefits in the Field Business Procedures Manual: http://insidextra.dhsoha.
state.or.us/caf/FieldBusinessProcedures/fbpm-b.html		
(The APD SSAM will guide you to this same chapter 
for Oregon Trail information). If you look specifically 
at section 16 – it tells you what you need to do.  
The removal of benefits needs to be done in your 
offices. Your office can choose to use the DHS 215 as a 
check and balance when having benefits removed from 
client’s cases, however it is not required.

Please email SNAP Policy if you have any further questions.
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What TANF Case Number to Code on SNAP

When a client receives both TANF and SNAP benefits, it is necessary to make sure that the current TANF case number 
is coded correctly on the SNAP case.  Every month, the system cross references the TANF case number coded on the 
SNAP case. If that TANF case is open and issuing a TANF grant, DHR will auto-update the GNT income code field on 
the 2nd page of the SNAP case to the correct amount. 

When the wrong UCMS case is coded, the SNAP case will change the grant amount (GNT)to 0.00 as the case number 
coded is not issuing a TANF grant.  When the case number is incorrect, and the grant drops off of the SNAP case, it will  
create an overpayment of SNAP benefits. To ensure your clients are not required to pay back benefits, please make sure 
you are checking the TANF case numbers on your SNAP cases.

SNAP and TANF Polilcy Analysts
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Better Access to Web-Based Training!
The Self Sufficiency Training Unit (SSTU) is using the “Webinar” format for 2014 in lieu of Netlink to provide 
training. This will allow us to serve more students and provide more trainings throughout the year. Staff can participate 
in the webinar by calling in on their desk phone or by using a USB headset.  All previous SNAP related netlinks and 
the ERDC refresher netlink will now be done in the webinar format. The classes we will be offering over the next 
couple of months via webinar are: Students, Calculating Income and Medical Deductions. An ERDC refresher will also 
be provided this spring. SSTU will send out announcements to all staff when the new Webinar classes are available 
via the LC. If this works out well, the list of classes offered via webinar will be expanded.
Heidi Wormwood
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2014 SNAP Civil Rights Training!

The 2014 SNAP Civil Rights Training is now available on the Learning Center under Course Number	CO4124.	All 
staff persons who deal or work with SNAP must take this course every calendar year. 

The SNAP Civil Rights course describes the civil rights of persons receiving or applying for benefits from the 
Supplemental Nutrition Assistance Program (SNAP) or other cash benefits. This is a required course for anyone 
working with Self-Sufficiency Programs and SNAP benefits, including Aging and People with Disabilities (APD) 
staff and AAA partners. It is beneficial and recommended for other DHS staff and community partners. 
		

Access to this course is through the DHS|OHA Learning Center.
	

To register and take this course follow these instructions:
							

	 ·	Login to the DHS Learning Center at	https://dhslearn.hr.state.or.us	
	 ·	From your Homepage select “Courses and Registration”
	 ·	From the Navigation bar select “Find a Course & Register” 
	 ·	In the “Course #” field enter “C04124”or	in	the “Keywords” field enter “Civil Rights”
	 ·	From the list of courses, select “Online:  SNAP Civil Rights – 2014”
	 ·	Make sure that the check box is marked for the “take course for credit” selection	
	 ·	Select the “Take Course” button and click the SNAP Civil Rights 2014 link in the new window.
	

The course should begin within a few moments, you can resize the browser window.  You must take the entire course 
including all of the quiz questions to receive a “Complete” on	your	training	records.	
	

SNAP Policy Analysts

Do You Need to Even Check Student Status
(Excerpt from SNAP Tiny Training)

When your applicant says they are a student, there are a couple of upfront things you can do that might save you some 
work.
First-How old is your applicant? Only those students, who are between 18 and 49, need to meet special criteria. If 
your applicant does not fall into this age group, no need to determine student status.
Second-Are they attending higher education at least half time? If they are not in higher education and attending at 
least half time, no need to determine student status.
Third-If they are in the age range and attending higher education at least half time-Do they have a meal plan (not to 
be confused with room and board) through the school? If yes, they are not eligible for SNAP benefits. If not, you can 
move on to determine whether or not they meet one of the student criteria.
To find out more, view the full SNAP Tiny Training: Students.
SNAP Policy Analysts

	 	 	 	 	 How Are You Promoting Accuracy?
District 8 will be hosting both Non-citizens Training and SNAP Error Trends Training in the coming 
weeks. D8 staff - stay tuned for more information from your local leadership team!
Billie Arnold, PEM-B Medford Processing Center

https://dhslearn.hr.state.or.us/
http://www.dhs.state.or.us/training/foodstamps/training/TT-Students.pdf
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	 Didja Know??
SNAP Tiny Trainings are now available on SNAP Webtools. Current offerings are Students	and						
Medical Deductions

	 	 	 	
News and Upcoming Training Offered by the SSP Training Unit: 
Our schedule, registration data, and waitlist information is available on the training unit’s intranet site at https://inside.
dhsoha.state.or.us/images/stories/dhs/self-sufficiency/training-unit/docs/training_schedulex.pdf. This information is 
updated weekly.  Please watch for newly added classes and keep your registration updated in the Learning Center. 

Contact the training unit if you have questions regarding offered courses. 

Core Class offerings and begin dates: 

Interpersonal Competence:   �/27, 4/29 and 5/27 Salem
Essentials:  4/15 Salem, 5/20 Tigard
Computer Connections:  �/11 Tigard, �/25 Portland, 4/22 Salem	
Expedited SNAP:    �/4 Portland & White City, 4/1 Salem, 5/6 Portland
SNAP Basics:  �/11 Salem, 4/8 Tigard, 4/22 Portland, 5/20 Salem
ERDC:   �/4 Tigard, �/11 Salem, 4/8 Salem, 5/6 Tigard, 

5/1� Portland  
TANF Eligibility:     �/11 White City, �/25 Tigard, 5/6 Salem
TANF Case Management:  �/11 Portland, 4/8 White City, 4/22 Tigard
DV Policy & Case Planning:  4/� Tigard, 5/15 Salem
Services to Noncitizens:  �/11 Medford, �/25 Salem, 4/8 Portland, 
	 4/22 Medford,	5/1� Tigard

Have you taken one of our online courses? View this short video, https://vimeo.com/79249744, to learn about all the 
convenient features that make learning at your desk a cinch! The video lists all the online courses currently available 
which each take between 10-20 minutes to complete.

Look for Webcasts and other Online courses for: 
SNAP Civil Rights – C02996: This course needs to be completed annually. 
SNAP NED Eligibility and Coding – C0�279 
Job Participation Incentive (JPI) – C0�468                   
SNAP Transitional Benefit Alternative (TBA) – C0�472
Oregon Vital Event Registration (OVERS) Update Training – C0�6�9 

SSP Training Unit

http://www.dhs.state.or.us/training/foodstamps/training/TT-Medical-Deductions.pdf
http://www.dhs.state.or.us/training/foodstamps/webtools.htm
http://www.dhs.state.or.us/training/foodstamps/training/TT-Students.pdf
http://www.dhs.state.or.us/training/foodstamps/training/TT-Medical-Deductions.pdf
mailto:CAF.SSPTraining@state.or.us?subject=Requesting a class
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96.67 St. Helens SSP 0501 95.24 Baker City SSP 0101 92.00 McMinnville AAA 3617
96.55 Ashland SSP 1502 94.74 Cave Junction SSP 1702 91.67 The Dalles SSP ��01
96.00 Roseburg SSO 1011 9�.�� Oregon City APD 0�11 90.00 La Pine SSP 090�
96.00 Grants Pass APD 1717 9�.�� Milwaukie APD 0�1� 90.00 Milton-Freewater SSP �004
96.00 Toledo	AAA 2111 9�.�� Cottage Grove SSP 200� 90.00 La Grande APD 3111
95.65 La Grande SSP �101 92.86 Florence AAA �211 90.00 East Multnomah SSP �501

92.06 District 8 Proc Center 150�

100% Accuracy Honor Roll

90% or Better

0111 Baker City APD 1211 John Day SSP 2411 Salem AAA
0201 Corvallis SSP 1�01 Burns SSP 2911 Tillamook AAA
0�10 Canby APD 1311 Burns APD �102 Enterprise SSP
0�14 Estacada APD 1404 Refugee Branch �112 Enterprise APD
091� La Pine APD 1911 Woodburn	AAA 3411 Hillsboro APD
1202 Condon SSP 2211 Albany	AAA 3415 Tigard APD

2�11 Ontario APD

January 2014
Targeted SNAP Reviews

	 	 	 					Vocational Training is BACK! (12 months in a lifetime)
** VT is a core JOBS activity countable towards federal work participation rate requirements.  A participant may 
remain in VT for up to, but no more than 12 months in a lifetime, while completing an approved VT program.

Vocational Training (VT)-   is allowable when the following criteria are met:
•	 The training is up to, but no more than 12 months in a lifetime;
•	 Employment or vocational certificate will be achieved by the end of the activity;
•	 All VT activities will be approved through a district approval process to include a VT staffing committee 

consisting of; branch leadership, case manager, and client;
•	 An occupation that is emerging, high wage/high-demand, or will provide a wage that can support  the clients 

family;
•	 JOBS support services will be determined by the district on a case-by-case basis considering available funding 

and slots.  Support services may include such costs as transportation, daycare, tuition/fess and books as 
approved by a manager.

If you have a client who is attending an educational component, have them apply for VT and see if they are eligible 
based	on	the	above	criteria.	
TANF Policy Analysts


