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INTRODUCTION
Welcome to the ORCA LIFT Fare Registry System!

ORCA LIFT is Metro’s reduced fare program providing reduced transit fares for qualified
individuals. User’s fares can be paid with an ORCA LIFT card, registered and issued to
each user. The card is good for up to two years. Metro, Kitsap Transit, Sound Transit,
King County Water Taxi, and Seattle Streetcar service all honor the reduced fare.

This Registry allows you to search for existing card holders, add new ones, issue ORCA
LIFT cards, and manage agency information (with the right permissions). This guide will
help you get familiar with the application. If you have any questions, please contact
King County Metro Customer Communications and Services (CCS) by phone (206) 477-
4553 or email CCSHELP@kingcounty.gov .

What’s new?

e The ability to edit cardholder information after a field has been saved

The ability to renew and assign a new card with the same Lift ID as the old one

New drop down selections for demographics

New confidentiality check box at sign in

New online Agency and Card Holder confirmations that replace paper copies and the
Client Consent form

e Agency Administrator Portal user section

Logging in and out

Logging in for the first time

To access and use the ORCA LIFT Fare Registry online system, you will need to have received
an email from CCS that contains your User Name, Temporary Password, and a link to the
online system. If you have not received this information, check with your Agency Administrator
to determine if your credentials have been entered into the system and if needed, request them
from CCS.

If you have the email from CCS, click on the link in the email. Your browser will open and

navigate to the site. If you don’t have the email, but have your User Name and Temporary
Password, open a browser on an internet accessible device and navigate here:

https://blue.kingcounty.gov/metro/orcalift/default.aspx
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The first screen you will see looks like this:

Home Howdol...» Services~ AboutKing County v Departments ~

f T T — g

k.g King County

% 3~ ® ORCA LIFT Fare Registry

Home Page

LFT Log n LIFT Registry Home Page

You must log in or request an account from the Customer Communications & Services (CCS) in order to distribute low income fare cards

log in:
For questions or more

information, contact: User name : l:l
Customer

Communications

égg}‘#zégg 3 WARNING: By logging in to the ORCA LIFT registry you agree to the following

CCSHEL P@kingeounty.gov

The ORCA LIFT Registry contains client information and is restricted fo authorized users only. Unauthorized access, use, misuse, or unauthorized modification of client
data is strictly prohibited. Users of the ORCA LIFT registry are subject to state laws and regulations to maintain all confidential information.

[]Agree?

Forgot your user name? - Contact the Customer Communications & Services (CCS) at (206) 477-4353 or CCSHelp@kingcounty.gov

Public Health
1-800-756-5437

Forgot your password? - We will email you a new one

Updated: July 10, 2017
EiShare | WTweet = ®Email | &Print

Information for... Do more online Get help

Enter the supplied User Name and temporary password in the correct fields, check the Agree?
box then press the Log In button.

Note: If you forget your password, use the We will email you a new one link to request a new
password. You will need to know your User Name, and the email address that is associated with
your account to have a new temporary password sent to you.

Logging out
You can log out of the system by selecting the green Logout button on the left. This will return
you to the Login screen.

Note: You are automatically logged out of the system after 15 minutes of inactivity. When you

return to the application and attempt to do anything, you will be redirected to the login screen and
asked for your User Name and Password again.
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Changing your Password/Editing Profile

Setting up a new registry user password

The following step will only need to be performed the first time you log in, or after requesting a
new Password from CCS.

Click on the Your Profile link on the left hand side of the page to get here:

Lo out

For questions or more

information. contact

Communications.
& Services (CCS)
(206) 47 7-2555 =

V5

" ORCA LIFT Fare Registiy

Edit Your Profile

Wour Name

Agancy - KCMCCS

WWork Titie B ]

First Mams - [¥our first nams= |

Last Hame [Four tast name ]

CCSHEL P@mlengeounty pon

Public Health
1-200-T58-5437, =

Rdiddie Initial [

Your Password

Only required if you are changing your password

Current Fassword = |

MEVY Password - [ ]

Confinm MEW Password = |

Password must consizt of & charscters or more, containing st lesst one number, am

wppercase, s lowearssse, and a special charscter

vour Address

Use Agency AddressT © @mves Mo

Work Address

Work Address (cont.)

Work Gity

Work State : [WWashington ~

Work Zip

Contact Information

Wwork Contact Phons B I |

Work Alternate Phone BN I |

WWork Contact Email - [RAacken@Kingcounty gow |

VVork Alternste Emai I ]
:

Your Password must be changed the first time you log in to the system, or after you have
requested a new Password from CCS. To change your password:

1.
2.

gk w
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Enter your Current (temporary) password
Enter the NEW Password
Note: Passwords are required to have:

e 8 or more characters

e contain at least one uppercase and one lowercase letter

e contain at least one number

e contain at least one special character ~!'@#3$% " &* () _-+={}]
Enter the NEW Password a second time in the Confirm box
Scroll to the bottom of the page and select the Update Your Profile button.
The system will give you a success message indicating that your profile has been
updated and an email will be sent to you confirming that your password has been
changed.
If there is any error in entering the old password, or the new passwords do not match,
or you do not meet the new password requirements, the system will give you an error
message indicating what needs to be fixed.



Changing your existing password

You can change your password at any time by logging in to the ORCA LIFT Fare Registry and
selecting the Your Profile link on the left. Follow the instructions above to change your
password. New passwords cannot match any of the 7 previously used passwords.

This means you must use 7 different passwords before you can re-use your initial password.

Password expiration

User passwords must be renewed every 90 days. When logging in near the end of the 90 day
period, you will receive a warning that your password will be expiring soon. Your account will
be locked if you do not change your password before it expires. Email
CCSHelp@kingcounty.gov or call 206-477-4553 to unlock your account.

Updating your profile
You can update most of the information in your profile at any time by logging into the ORCA
LIFT Fare Registry and selecting Your Profile from the links on the left.

The following is a list of fields in Your Profile:

Agency This is the one you are assigned to, and cannot be changed. If it is incorrect, notify CCS
immediately to have your account assigned to the correct agency.

Work Title is optional and editable.

First Name and Last Name are required fields and should already be filled in with the
information supplied to CCS at the time of your account creation. You can change these if
necessary, but remember they will be the name appearing on the consent form that is printed
when issuing a card.

Middle initial is also optional and editable.
Your Password see previous section.

Your Address should default to the address associated with your Agency. If you need a different
contact address, select No from the Use Agency Address selection. You can then enter and save
a different address.

Work Contact Phone If it is not filled in, you can enter a specific number at your work location.
You can also include a Work Alternate Phone number (such as a cellular phone number) if
necessary.

Work Contact Email should already be set, this is the email address the system will use in case
you request a new Password. You can also include a Work Alternate Email, but it will not be
used for any sort of automated communication from the system.

Once you have made changes to any of the fields above, select the Update Your Profile button at

the bottom of the page (you may have to scroll down to see it.) The system will either give you a
success message, or point out any errors such as missing required information.
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Using the LIFT Registry

When issuing an ORCA LIFT Fare card to a customer (recipient) you will need the following
information:
1. Do they already exist in the system?
2. If they do exist, do they already have a card issued?
3. If they have received a card, when does it expire?
e Ifthey don’t exist in the system, you will need to gather their personal information for
entry into the system and verify their Qualifying Documentation.

Searching the registry for existing Card Holders

Before any new card can be issued, a search of existing Card Holders is required. To perform a
search, you will need to select the Search LIFT Registry link on the left. This will bring up the
following screen:

Existing LIFT Card Holder Search

All searches will include results that "sound like" the word you are searching for,
but may have a different spelling. Add an * asterisk before the name to indicate
any unknown letters.

*Full or Partial First Name | Required. Minimum 2 letters

*Full or Partial Last Name | Required. Minimum 2 letters

The below fields must match an existing record in order to be included in the
results page. No partial matches will be returned.

Date of Birth (DOB) IMcmth j !I Dayj .fIYear j __d clear selection
(if DOB is supplied, you may leave First Name blank)
5 digit Zipcode | Optional but Requires First and Last Name if used.
Card Serial Number | Optional. Overrides all other search filters. Exact match only.
Low Income Fare ID : I Optional. Overrides all other search filters. Exact match only.
Search LIFT Registry
Pro tips:

Sometimes, less specific information will improve the chances of returning a match if one exists.
More specific information such as DOB can be used to compare search results with information
for the applicant. For uncommon names, try a search reversing the order of first and last names in
case an error was made when a record was first created. Here are some combinations that can be
used to search for existing records in the system.
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Full First and Last Name: You can enter the full First and Last Name of the customer.
However, spelling must match exactly what is in the system in order to return any possible
matches.

Partial First and Last Name: If you enter a minimum of the first 2 characters of the
recipient’s First and Last Name, the system will automatically wildcard the remainder of
the names and return anything that matches both the partial First and partial Last Name.
Last Name and Date of Birth: If you have the recipient’s Date of Birth and either full or
partial Last Name, you can omit the First Name in a search.

Partial First and Last Name plus Zip: If a search for First and Last Name returns too
many matches, or a number of duplicate matches, you can add the recipient’s Zip code to
the search to narrow down the results. Remember Zip codes may change.

Card Serial Number: If the recipient has an existing ORCA LIFT Fare Card, you can
use just the 8 digit serial number on the card to find the recipient.

Low Income Fare ID: If the recipient has a copy of their original letter of consent, it will
include their LIFT ID number. This can be used by itself to find a specific recipient.

Once you have entered the data you wish to search for, press the Search LIFT Registry button.
The next screen will either present you with matches to your existing search like this:

Existing LIFT Card Holder Search

LIFT Card Holders are not permitted to have a second card. Lost or stolen cards must be reported to Customer Communications & Services.

We found 2 maiches.

Card Holder Name Date Of Birth Date Issued
\ 6409 NE FERM ST ey o -
X : 115/197 10/
Adam X Foo SUQUAMISH. Wa 08302 01/15/1970 12/10/2014 00000666 10030
32379 N Rainier Ave = -
X 1151197 1 7
Adele X Foo PortGamble. WA 98364 01/15M1970 12/11/2014 00006600 10170

Edit Search Criteria New Card Holder Registration

Or it will present with no matches returned and look like this:

Existing LIFT Card Holder Search

r (1) SEARCH RESULT

= Mo matches were found. Please click 'Edit Search Criteria' below and try again.
= Or click the 'Mew Card Holder Registration' button instead to continue.

Edit Search Criteria MNew Card Holder Registration

In either instance, you have 2 options:

1.

Edit your search criteria: If the recipient is certain they have registered before, you may
need to try a different combination of information to try and find them again. You can
repeat this process as many times as you need until you are satisfied the customer does
not exist in the system.

New Card Holder Registration: If no matches are returned, and the recipient is indeed
new to the system, select this button and proceed to the Card Holder Registration page.
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Registering New LIFT Card Holders
Once you select New Card Holder Registration, you will be taken to this screen:

Eg King County g e

L e

+

Mew LIFT Card Holder

Fosicte omseri e Wkt ~ e | Secperes
Mew Card Holders Narme
= - T - - —
== e —

Fargquessons or menm Recipient’s. Middie: Initial : [Jresronay
[ e———

*ateormn pom) Mo v/ [Eay ]/ [Vear ] 55 ciear seieciion
Cumtommr

Check

e T———)
(2008) SPT48534 5 iofe: I you rEquine & aNTEREn Quaiiying Document iy not isied Seiow, asass
CESHIE LIS bisg & ity ire comact the Cusiomer COMMUNCENDns 8 Sendoss af (200} 4774555 10 200 K.

*Cuaifying Doosment : [=Betect @ Dooument Types ~]
PataE Meaith
T L —

Mumber

*Rercana lentitcation Tyne © [FESEcT S THwTEsiEn Types =

B —

Humber

*Race :

*Prmary Language : [Sed s Language= |

*Household Se |

Motes

Recipients Address

R npv— o E—

eitng Adcress 2 S —

om——" 1

raing Stale : [Washingion ~]

hastng Zp o —

Mobe: he sddmss enlemnd hane wil be wenled by tha
Unitod Eisdes Posial 3orvioe dalanase of addresses

Caontact Praferences

e E—

Recooe EmaisT? : @ves Oho
L ] —
Recowe Te MESSaQesT | goves Co

Cell Fhone Mumber T

ORCA LIFT Card Halder Consent Fonm

Agemoy Gonfirmation: As an Approved ORGA LIFT verfication agent | attest io
the tollcwing

*[J Confirmed et kdent Byand eagibity confimmes

Customer Confirmation:

agree i and provided the foliveing nfamaiion:

+ My trstiast name and date of bnth

+ Wiy mading address

+ My coniact informabion

+ Wy Inoome dosmaensation sor

+ | give Ty ENpross DeTRSSIon i ooess. Ty Meson i enmilment frosgh Frovider One, o Insuranoe enscliment
Trrough Washingion HealthPanFinder or for DEHS o disclosa ey enncliment status in Basko Food

undersiand thai by providing he abowe information | wes verified s eligibie for King Coundy Mein Transi's reduned RO LIFT fane prograns, and thai. exncest as reguined by law. King County may use andfor ne
] OFRCA LET client consent

*[71 aiso undersiand that my low Income reduced tare ORCA i i ondy for Ty use and may nob be ghen or S0 10 anyone s

= ==

Below is a brief description of the fields:

e Recipient’s First Name: This field is required. It will auto-populate from your previous
search criteria, but can be edited. Enter the recipient’s legal first name as it appears on the
documentation provided.
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e Recipient’s Last Name: This field is required. It will auto-populate from your previous
search criteria, but can be edited. Enter the recipient’s legal last name as it appears on the
documentation provided.

o Middle Initial: This field is optional.

e Date of Birth: This field is required. Enter the recipient’s Date of Birth as it appears on
whatever documentation they provide.

e Qualifying Document: This field is required. Select the qualifying document the recipient
has provided from the dropdown list.

e Document ID Number: This field is optional. If there is a Document Identification number
or reference code, it can be entered here.

e Personal Identification type: This field is required. Select the identification type provided.

e Personal Identification Number: Enter the identification number for the personal
identification document provided. For example, use the driver’s license number if the
recipient used their driver’s license to verify their identity.

e Race: This field is required but applicants have the option to select “not specified.” Select
the race of the recipient from the drop down menu.

e Primary Language: This field is required but applicants have the option to select “not
specified.” Select the primary language of the recipient from the drop down menu.

e Household Size: This field is required.

o Notes: Use this field to add any notes needed.

e Recipient’s Address: Enter the holder’s mailing address. If they do not have a mailing
address you may enter “homeless” as the address and city. (Note: Addresses are
automatically validated against the USPS database. If an address does not validate, you can
still save it, but delivery of any important documentation cannot be guaranteed.)

o Mailing Address: This field is required. Enter the address provided by the recipient
or “homeless”.

o Mailing Address 2: This field is optional.

o Mailing City: This is a required field and “homeless” may be used.

o Mailing State: This is a required field. If other than Washington, select from the
dropdown.

o Mailing Zip: This is a required field. Enter the 5 digit Zip Code.

e Contact Preferences: Enter contact information.

o Voice Phone Number: Enter a 10 digit phone number. Your browser should
automatically format the number to look like (XXX) XXX-XXXX.

o Receive Emails? If you select yes, the recipient can opt-in to receive Emails.

o Recipients Email address: If you selected yes, enter the recipient’s Email address. If
the applicant does not have an Email address, you must check “no” in the “Receive
Emails” field.

o Receive Text Messages? If you select yes, the recipient can opt to receive text
messages by providing a compatible phone number. If the applicant does not have a
phone, you must check “no” in the “Receive Text Messages” field.

o Cell Phone Number: Enter the recipient’s phone number here.

e Agency Confirmation: This is a required field, with three boxes that must be checked by the
issuing agent attesting that the agent has confirmed the client’s identity and eligibility, and
that the customer has given their consent to the items listed in the customer confirmation field
and understands that their card is for their use only.

Once you have filled in the required and optional information for the recipient. Select the
Submit and View Summary button. You will be presented with a summary page of the
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information you just entered for the recipient. Carefully review the information, if anything
needs to be changed, select the Edit Registration button at the bottom of the page to be taken
back to the entry screen to make changes and resubmit.

When everything is correct, select Submit Registration. This will bring up a confirmation
dialog box to let you know that once you submit, you cannot make any changes to the Card
Holder’s information until after the card has been issued. The system assigns the LIFT ID at this
time.

iKingl:uunty e b

o e ORCA LIFT Fare Registry

— Register New LIFT Card Holder

Fisace review ihe information you smisrad beiow for aoouracy. To maks any #dic. oliok the Edit Aegictradion button st the botiom to redumn fo the form.

New Card Holders Namie

ReipHnt's. First Name :don
Reciphent's Lasi Hama : B
" quessions e man Recipsant's Middia Initial
aemison, coniad:
Dt of Birih (DOE] : BEEaTE
etomur
Dot ion Check

S wmrvece U]

= Pl Lo Inczme Cualifying © Avward lefter [SE), Bodial Security, or Rallroad Refrement)
SEHIE LIS hisg corarity iy Document Type

[F— Linéquie Dooument :3

500 7585437, ldenification Humber
Lot Iz Cualifising + Ditvers LioenserStans ID
Document Type

Liri e Documant ]
ldenification Humber

Raze + Mol Specified
Primary Language : English
Hosehokl 520 )

Hofies © He knows nothing
Redipients Address

The Unfed Btabes Posisl Bervioe coukd nol walbdate the suppliod address
This addnitss fas bean Aagged a6 unnsachabie by mal

Mallng Addness © Rawven i the Nodh
Wadling Address 2

Mailng City © Wanseted

Wailing Siate L WA

Maiing Zp © 333

Contact Preferences

Wikce Phone Numier

Receive Emads? : Ha
Recipienis Emall Addness.
Recoive Texd Massages? Mo
Cal| Fhoree Number

Agenoy Confimuation:
Confimed dient idenityand e igini iy confirmed

Cugtomar Comfirmadion:

DRCA LIFT cllent consent

| s undierstand) Thiak My’ KW InCOma nedudid fane DRGA Card S only for my use
and may nof be givenor soid io anyone else

) T

Updaedk Juby 24, 2017
[ =0 W Tweat | B ETall || B Pt
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Clicking OK in the dialogue box will take you to a similar summary screen with a success
message.

LIFT Card Holder Registration

sSuccess
* You heve wucoessh ly regstered this person. Ther inal detals an feed Dekrw

Card Holder Information

i Nama Jon
"Lag Nave Snow

Racpsrt « Made Mita

Now just type the new card number into the card information field and click the Save New Card
button.

Kl kingCounty | . o il
" ORCA LIFT Fare Registry

LIFT Card Holder Registration

success
[ e e e o e, T s e e

Card Molder Infarmation

*Firsa Mame - sen

Qualifying Documentation
*Eagnany Documar Type  : Award loflar (S5, Sodial Security, or Faliraad Refrement)
*Documens 10 .

*Persnnal Identiication Type : Drtver's UnenserState 10

Fersonal kemificatn
Hurmbar

*race : ke
*Privary Langusge —
*Household Size (195, 14
Hates

Cardholder Address
*raming Asdress + 190tk ave ==
Maling Address 2

*raing Gty : seata

*Matng Stale <
*Mating Zpacde + ss0a
Acrass vakasea? iHa

Registration

Dot Ragisienad: © TETE0NT 60430 AN
Registarsd By agency: : womcos
Registarad By User * Harb Acken

Card Information

S TS sl =~ - |

Contact Praferences

wesca Fnane tums ner H —
Recee Emar ——

Lt e S — |
Focane Ted Memages?  © Cves @t

il Phoras Numisar H —
==

Wishare || @ Tweet || mEman || @

After entering the Card Serial Number — the series of numbers on the left hand side of the card,
you will see a confirmation message at the top saying your changes have been saved.
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Documentation: By checking the three boxes under “Agency Confirmation” you are attesting
that you have verified the identity and eligibility of the card holder and informed them of what
they have consented to by accepting the ORCA LIFT card. You do not need to retain copies of
any documents and you do not have to obtain card holder signatures. Print a copy of the consent
form for card holders who request a copy.

Receve Ted MesGages?  © Gyes Obo

DORCA LIFT Card Holder Consent Form

+ Wy frstfast nam and date of birh

+ Wty mading addess

+ Wy conac infrmation

+ Wy ncomi dooumination -of

+ | ighve mry eepress pemitssion i access my Madkca i envolment frough Provider One, of nsurance enrcliman
{rrough Washingion HealhPlanFinder o for DEHS bo disclse iy enrcliment stalus in Bask Foosd

el {hak by prowiding o aborve information | was verified ax il i dor King Couniy Mot Transifs recuced CRGA LIFT fane program, and thal, mceqt as neguied by law, ng Gounty may st

FT chent eonsent

erstand it my |ow income reduced fare DRCA cand b cnly for Ty use and may ol be ghen or soid fo anyone dse

By clicking the Submit and View Summary button, you agree to the information shown here.

k&) xing County

ORCA LIFT Card Holder Consent

Agency Confirmation:
As an Approved ORCA LIFT verfication agent | attest to the following:

Confirmed client identity/and eligibility confirmed
Customer Confirmation:
I agree to and provided the following information:

My first/last name and date of birth

My mailing address

My contact information

My income documentation -or

| give my express permission to access my Medicaid enrollment
through Provider One, or insurance enrollment through
Washington HealthPlanFinder or for DSHS to disclose my
enroliment status in Basic Food.

I understand that by providing the above information | was verified as
eligible for King County Metro Transit's reduced ORCA LIFT fare
program, and that, except as required by law, King County may use
and/or retain portions of this personal information for low income fare
verification purposes ONLY.

- ORCA LIFT client consent
= | also understand that my low income reduced fare ORCA card
is only for my use and may not be given or sold to anyone else.

LIFY ID Agency Name Last Name First Name Consent Date
53459 King County Public Health Covert Jennifer o7/28/2017
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Update Account:

Once a card has been issued, you can update the user’s information by performing a new search
for their name in the registry, clicking on their name and upon arriving at the Lift Card Holder
Registration summary page, clicking on the Renew/Update Account button on the bottom of

the page. You may correct and update Card Holder Information, remember to save the

information.

ﬁ King County

—

DRCA LIFT Fare Registry

LIFT Card Holder

istration

Card Holder Dnformeathon

*First Mame Jon
"Last Mame : Encw
Recipient’s Middie: Initiad

1F quesion o man *Date of Birth [0O8) : OSZ2STE

rmason, conact:

Smrvace [DUS]

O P T 4553, 0
555 HIE L g £ vt

e Fw
BO0- TSE-5457
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Fotemia Dupkcaks

: GHEE

Quadiifying Documentakion

*Efgbity Document Type  © Award leffer [S5), Sodal Security, or Ralinoad Refirement)

*Doosment 10

|

*Personal identication Type @ Drivers LinenserState ID

Parsonal kamfioaton
Humber

*Race

*Primary Language
*Household Sge {1-88)
Motes

Cardholder Address
"Malng Address

Mailing Address 2

HE |

© Mot Specified
. English
c4

* He: Knows rothing.

 Rarvmn i ihe Nordh

Fhdailing City * WnderTel
Traing Stak Lt
FMaling Zipoode : 33333
Address Valdaled? Ho

Registration

Dafie Angisiered: : TEEEIT 54T FM
Registaned By Agenay: : KEMOCE

Registined By Lser : Herh Arken

Card Information

*and Serial Humber (CSH) F‘H‘.-'I

Contact Preferences

Wiokoe Fhone Numer H |
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Renew Account

People are allowed to renew their LIFT card up to 90 days in advance of the expiration date
printed on the back. After the expiration date on the card, the LIFT card converts to a full-fare
adult ORCA card.

o On this page you can also renew and assign a new Lift card to this user while keeping their
original Lift ID number. Update and save card holder information. You do not need to re-
verify identity. Add the new card number into the card information field and click the Save
New Card button. You can now hand out the ORCA LIFT Card to the customer.

o Note: Metro will not invalidate the old card and card holders may continue to use the pass or
ePurse that is on the card. The discounted fare will not apply after the expiration date and full
adult fares will be charged to the card. Cardholders may transfer the value from their old
cards to their new card by calling 206.553.3000 or by using their online account.
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Agency Administrator Portal

Agency Administrative Users

Users with Agency Administrative privileges are able to review agency information and run
reports to review activity. Note: Agency Administrators do not have administrative privileges
for the Promo Account. CCSHelp will provide monthly reports for this account.

Card Activity Report

The Card Activity Report field is in the upper right hand side of the agent’s screen. This
summary of card activity shows the number of cards issued to the agency and the number of cards
distributed by the agency since the program’s inception. The count of available cards may be
misleading because, at this time, we are not removing outdated cards from the Registry.

Card Activity Report

Current Inventory

Issued : 1611
Distributed : A27T1
Available : 340

Inventory Snapshot

Reorder Threshold : 100
Above Threshold - 240
Oldest Available - 02/23/2015

ORCA Integration
Sent to ORCA - 1270

Waiting to be Sent : 1
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Lift Administration Portal

Clicking the Agency Admin Portal button on the left hand side of any page will bring up this
screen:

{ome page

LIFT Administration Portal

‘our Profile

search LIFT Registry
‘requently Asked - Agency Management - Manage Agency Info, Adjust Card Inventory, View Agency Users
Qestions (FAQ)

\gency Admin Portal

or questions or more
iformation, contact:

- Reports - Agency Activity, User Activity, Registry Statistics

ustomer
‘ommunications

Cooites i [Zarar Y

By selecting Agency Management and then [info], you may change information and add
locations.

LIFT Administration - Agency Management

Information [info] [cards] [users]
Agency Title |Prom0 Account | Agency Phone : |(206) 263-1179
MinOnHand : 0 Agency Email |Jennifer.coverl@kingcounty.gov |

Agency Locations

Address Address2 City Zip  State Contact Phone Active
= DEFAULT LOCATION ADDRESS DEFAULT CITY DEFLT WA  Jennifer.covert@kingcounty.gov 2062631179 True

By selecting [cards] you will be able to “process” Pending Card Batches, which must be done
before cards are issued. The page also lists all available cards and the list can be sorted by
clicking on the column header. At this time the Mark Checked CSNs as Returned and
Destroyed, and the Remove check column are not being used.
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LIFT Administration - Agency Management

wgistry Cards
Pending Card Batches

Zortal Cards On Hand

I Mark Checked CSN's as Returned
:rtam?re Mark Checked CSN's as Destroyed
nact

Agency Issued CsN

Promo Account 09/13/2016 12556036
;r?] Promo Account 09/13/2016 12556041
i Promo Account 09/13/2016 12556114
L Promo Account 09/13/2016 12556169

Promo Account 09/13/2016 12556206
T Promo Account 09/13/2016 12556232

[info] cards [users]

Expires

12/31/2018
12/31/2018
12/31/2018
12/31/2018
12/31/2018
12/31/2018

oooooog

Selecting [Users] provides a list of all Agency users. Inactive users will be designated by “inact”
after the first name. Email CCSHelp@kingcounty.gov to add and inactivate users. The list of

users can be sorted by clicking on the headers of the columns.

LIFT Administration - Agency Management

Users
Agency Eirst Name Last Name Phone
Promo Account keph Tjok
Promo Account Compass Howard
Promo Account keph Few
we Promo Account compass Jackson
E Proma Account elcentro Hicks
Promo Account withinr Quezada Miramontes
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[info] cards [users]

Email

sharissat@ichs.com
choward@compasshousingalliance.org
jifew@docl.wa.gov
djackson@compasshousingalliance.org
orcalift@elcentrodelaraza.org

noegm@withinreachwa.org


mailto:CCSHelp@kingcounty.gov

Reports
Select Reports from the Lift Administration Portal main page to generate Agency Activity, User
Activity and Registry Statistics reports.

Selecting Reports from the main Agency Admin Portal lists the three types of reports that can be
run for the agency. The time period for the report defaults to the last 30 days unless a different
date range is entered.

LIFT Administration - Reports
Report List

= Card Holder Data - Custom Report

Agency Filter : [Promeo Account |
Document Type . [=All Document Types=>
Start Date : [o7vo1/2017 |

End Date - [osmo1/2017  |EEE

Date Search Filter : |Card Issue Date ~

e
[ Generate Report

= User Activity Report

Agency Filter : [Promo Account ~|
Start Date : [o7vo1/2017 |
End Date - [osmoizon7 |EE
Report Type - [Summery Report ~|

Generate Report

= Renewals Report

Agency Filter : |Promo Account v|
Start Date : lorro1rzo17  |EE
End Date : [osmo/2017 | EE]

Generate Report
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The custom report using the filter of Card Added Date will list all records entered in the period
by agency users. This report is useful to identify records that were created without card numbers
saved. These omissions must be corrected to ensure that cards are registered to card holders so
they can be replaced if lost. This filter will not include renewals because the date that the record
was created will be before the specified time period.

| A

+ Card Holder Data - Custom Report

Agency Filter :
Document Type - [<All Document Types> v
Start Date : [o701/2017 |
End Date : [o7i3112017 |
Date Search Filter :
Generate Report

B C D E F

L CardHolde AgencylUse AgencyUse CardSeriall Expiration| Datelssue
53709 Gale-Schreck
54294 shukru

53472 Russell 2.06E+09 12704758 HiHHHHHE HHEHHHH

¥
;
b sa322]Kalayu |
a
2

53475 Russell 2.06E+09 12704759 HiHHHHE HHEHHHHH

Running the report with the filter of Card Distributed Date will list all cards issued by the
agency in the specified time period. This report is used for monthly invoices.

= Card Holder Data - Custom Report

Agency Filter :
Document Type : |<AII Document Types=
Start Date : iz

End Date “[7s12017 |

Date Search Filter :
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The User Activity Report — Summary Report shows the number of records created and cards
distributed by user. The numbers will be different if someone distributes a renewal card, fails to
enter/save a LIFT card number, or switches between their regular agency account and the promo
account before entering the card number.

+ User Activity Report

Agency Filter :
Start Date : [o7m2017 |
End Date : i
Report Type : v

Generate Report

A B C D E F
ncyld AgencyNai AgencyUse CardHolde CardsDistributed
36 Proma Acc Few 1 1
36 Promo Acc Glenn 1 1
36 Promo Acc Kennedy 19 20
36 Promo Acc Amaya 7

36 Promo Acc Angel
36 Promo Acc Kalayu

36 Promo Acc Martinez 3

36 Promo Acc Russell 30 33
36 Promo Acc Palacios 3 3
36 Promo Acc Huh 11 50
36 Promo Acc Ballinger 0 1
36 Promo Acc Pie 1 1
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The Daily Report lists activity by day. This may be useful to see busy days and can also be

seen by sorting on the custom reports.

» User Activity Report

Agency Filter :
Start Date - 07/01/2017 |
End Date 07312017 |

|

Report Type

Generate Report

A B C D E F G

36 Promo Acc
36 Promo Acc
36 Promo Acc
36 Promo Acc

AL Nemmnm Ane

0 DEFAULT (DEFAULT L f5889765- keph
0 DEFAULT (DEFAULT L f5889765- keph
0 DEFAULT (DEFAULT L f5889765- keph
0 DEFAULT (DEFAULT L f5889765- keph

[a TR o [ S S R I S
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The renewal report provides a list of renewal cards issued by the agency in the specified
period.

- Renewals Report

Agency Fiter :
Start Date o |oFfo1201T _}J
End Date : DTI"J‘31!F2C|17 _:J_J

A B C (D) E F (&] H
1 cardholdeloldcsn renewaldate originalagencyname newcsn  renewalag renewalagencyname
2 2030 11876319 7/8/2017 King County Public Health 12704795 36 Promo Account
3 2582 11888762 7/7/2017 King County Public Health 12704404 36 Promo Account
4 2824 11872458 7/25/2017 Compass Housing 12704821 36 Promo Account
5 2969 11891037 7/25/2017 King County Public Health 12704824 36 Promo Account
6 3129 11868294 7/3/2017 El Centro de la Raza 12704179 36 Promo Account
7 3599 11896881 7/11/2017 King County Public Health 12704777 36 Promo Account
8 3672 11872484 7/24/2017 Compass Housing 12704804 36 Promo Account
9 4159 11896966 7/19/2017 King County Public Health 12704960 36 Promo Account
10 4382 12811844 7/17/2017 CCS 12704953 36 Promo Account
11 4659 11896612 7/10/2017 King County Public Health 12704891 36 Promo Account
12 4703 11891130 7/3/2017 King County Public Health 12704288 36 Promo Account
13 5201 11876366 7/25/2017 King County Public Health 12704482 36 Promo Account

14 5408 11871654 7/7/2017 YWCA 12705179 36 Promo Account

Direct questions to CCSHelp@kingcounty.gov or 206-477-4553.
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