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APL: Approved Product List; list of UPCs of all approved products
Available Benefit: Food not yet purchased.

Benefit Period: The specific time period during which the WIC food can be purchased- defined by the first use date and the
last use date.

Benefit/Shopping List: Total amount of food issued to a household for each benefit petiod.
Category: A term used by WIC staff to define a food item category such as milk, cereal, eggs, grains, etc.
Current Benefit Period: A benefit period that is available today.

Deactivate/Inactivate: to make an existing card inactive — cannot be used to redeem benefits.
eWIC card: A card issued to a household to be used to purchase their WIC foods.

Future Benefit: A benefit period with a first use date after today.

Household: Family unit sharing benefits on one card; foster children are their own household
Issue Benefits: Loading of the household benefits into the account.

PIN: 4-digit number which is assigned by the participant at WIC before benefits are issued.
Redeemed Quantity: Quantity of food that has been purchased by the household.

Reissue: Replacement of a household’s previously issued benefits.

Sub-category: A term used by WIC staff to define in more detail foods in a category. For example, in the milk category are
subcategories of lactose free milk half gallons, 1% milk gallons, 1% half gallons, 1% quatts, soy milk etc.

WIC Direct: On line system that stores the WIC benefits.
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Issue an eWIC Card and PIN

In order to issue an eWIC card, a household account must be created in StatrLINC. Benefits reside in the household account and
NOT on the card. It is possible to load benefits into an account without issuing a card, but the client will have no way to
purchase their items at the store. Itis also possible to issue a card with no benefits.
The Primary Caregiver/Alternate Caregiver must be present to receive the first initial issuance of PRO TIP:
the eWIC card. PIN setting with the participant should also be done while in clinic over the phone
through the IVR. If there is no phone available in clinic, participants should be given instructions aEGLEASEIIEICH R/
on how to do so after their appointment. PINs can also be set online through BUEEERIEIEEIREIC]
www.wicconnect.com after a participant sets up their portal account. and benefits will be
separate from the rest
eWIC cards may be mailed in special cases. Local Agencies should develop a log to track any of the family.
mailed cards. Benefits cannot be loaded onto the card until confirmation is obtained that the
card has been received by the caregiver.

1. eWIC Issuance > Account >Management. You may also use the shortcut on the Notices tab by clicking on Family —
Card Not Issued.

MET - 3.4.46 - Concord WIC Clinic
Client  Voucher Issuance eWIC Issuance Clinic Admin Utilities Reports  Help

n Assign Food Pack:
@ son 7 [
Issue Benefits

rs Julia Test Sign for Cacd WIC Active PG
10932117 Gen i 19/2018 to 12|
DOB 01/05/1 Account +|[ | management
lients -
Notices \_
. Julia 1 Modify Benefit Issuance =
mber Activil
Issue Benefits Letter vity

View History...

Mext Appointment Schedule Appointment

ilities
eWIC Card Status ( Family - Card Not Issued
proof of Residency Complete

Proof of Income Complete

2. Select the Issue Card link.

4 Clert Services NET . 1040 . Comennd WAC Clie — o %
fie Services Chent  Voucher Issusrce  oWIC lssosnce  Chec Admin  Utiites  Reports Melp
) Find caiunt | B Appelntment ook | Julia Test Group

Group Members Julis Test WIC Active PG

10933117 Cender Frmale Cert. Fened 06/1%/2018 12 12/31/ 2018 Dus Dute 1106/ 2018
Tulia Test e
e ===
Bl Niw Grousp Hpmber ke -]
Quick Links for AA
Julla Test

B [T 109075

Memory-utrtien Edacation M Cardholdurs fousd for this Accoust
ather Pibun =
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http://www.wicconnect.com/

SN Ot B~ W

7.

8.

Swipe the card or manually enter the card number.
Click OK.
Click ‘Save’.

Click ‘Capture Signature’. Have the client sign for the card using the signature pad.

Caregiver Signature for Card(s)

m

Bysigning below, | acknowledge that | have received the Card(s) listed.

Cards 6085779300001264 (lssued 06/14/2017 12:57:14 PM by Nicole Vaudrin)

Clients 10183958 Julia Example
10183959 Paul Example
10183960 Tina Example
Signature
ual Signature Print Unsigned CnpylFCapture Signature b

Click SAVE.

Save Complete!

Next, staff should assist families in setting up a PIN for their new card. This should be done with the participant over the
phone during clinic. If phone access is an issue, staff can provide instructions on how to set a PIN for the participant to
complete after leaving the clinic. PIN numbers can also be set up in a participant’s www.wicconnect.com account, so if
there is no phone access but a staff member feels this participant needs help, staff can help the participant set up their
account and their PIN using the internet. Staff should be careful that they are not in the line of sight while a participant
enters their PIN, and should never choose or enter it for them. This is confidential information.
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Document Recelpt of Card when Signature Pad is
not working or Available

There are situations in which a signature pad may not be available for the client to sign for the card because it is not working
propetly. The following procedure should be used in these instances:

1. After Issuing the Card and selecting Save, the Card Signature will pop up.

By (4% By - Gy 100% - 171

Caregiver Signature for Card(s)

By signing below, | acknowledge that | have receivedthe Card(s)listed

Cards 6107300080071213 (lssued 06/19/2018 11:54:32 AM by Jessica Webb)

Clients 10932117 Julia Test

< 9, Manual Signature

Print Unsigned Copy I | Capture S gnature |

Save Cancel

2. Select the Manual Signature checkbox and click SAVE.

3. The Caregiver Signature for Card Received Form will print.

4. Have the client sign the Caregiver Signature for Card Received Form.

5. File the form in the daily, weekly or monthly file.
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Unlock a PIN

A client’s PIN will be locked after they try to enter it incorrectly four times at the store. The client does not need to be physically
present to unlock the PIN. Prior to unlocking the PIN, staff needs to verify the individual requesting to unlock the PIN is a
caregiver on the account by verifying the name of the participant or caregiver, the date of birth of ecither the participant or
caregiver, and the mailing zipcode. PINs will automatically unlock at midnight. PINs can also be unlocked using the customer
service phone number listed on the back of their card. Doing it over the phone using the customer service number may be more
timely for a participant since it is immedate, rather than trying to call the Local Agency. Local Agencies do have the ability to
unlock a card in StarLINC, however they cannot set a new PIN number.

To unlock a PIN:

1. eWIC Issuance >Account >Management. You may also use the shortcut

on the Notices tab by clicking on Family — Card Active. SWiCissusnce] Cimic Admin  Utiifies  Reports  Help
L Assign Food Package
Issue Benefits
€ ve PG
k Sign for Card d 06/14/2017 to 03/31/2018
B
Account 3 Management
——gararice
Modify Benefit Issuance Activity
Mailed Card Letter
2. Click on the line with the cardholder name and card number. View History... » I i End be a0 0ts
Appointment Schedule Appointment Schedule Appointment
3. At the bottom of the screen, click the Unlock link. AT oy - card Active "

nf Bocidans ) 1 = 1

Issue Card
Example, Julia ©6085-7793-0000-1264 06/14/2017 Activated

Card Number 6085-7793-0000-1264 Status Activated New 6/14/2017 Change P @
Card Holder Example [] Inactivate Card
Created 06/14/2017 12:57 PM by Nicole Vaudrin at Hopi WIC Main
Issue Card
Example, Julia 6085-7793-0000-1264 06/14/2017 Activated

Card Pin Unlocked
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Inactivate an eWIC Card

The client/categiver does not have to be present to inactivate the card but must come in for a new card to be assigned, unless
circumstances require the card to be mailed. If a card is inactivated by request of the client, staff must verify that the individual
requesting to inactivate the card is an authorized caregiver. Cards can also be inactivated by using the phone number listed on the
back of their card. Doing it over the phone using the number on the back of the card may be more timely for a participant since
it is immedate, rather than trying to call the Local Agency. Cards must be deactivated within one business day of being reported,
and new cards must be received by the participant within 7 days of being reported.

You may need to deactivate an eWIC card if: PROTIE:

If you inactivate a lost card
and reissue a new card, the
client will need to update
their card number on the
WICShopper app.

* It is reported lost or stolen

e It is returned to the clinic as lost
* A foster child is moved to new family
* Custody changes for child

1. eWIC Issuance menu > Account > Management. You may also use the — = - |
. . . . . Clinic Admin Utilities  Reports Help
shortcut on the Notices tab by clicking on Family — Card Active. E J—————
Issue Benefits
€ b o (Bt ve PG
. . . Sign for
2. Click on the line with the cardholder name and card number. A 3 06/14/2017 e 03/31/2018
p—
I\ Account (3 Management )
. . Balance
3. Click the Inactivate Card check box. Modify Benefit Issuance pctiity
Mailed Card Letter
. . . . View History... 3
4. Enter the reason the card is being inactivated.
|{Appointment Schedule Appointment Schedule Appointment
Card Statl.‘. Family - Card Active Family - Card Active "
nf Recidanrv Camnlata Camnlata

Coample, Jula 6005-7753-0000-1264 06/14/2017  Activated

5. Click SAVE. The card status will be updated to Deactivated.

Card Number 60857 793-0000-1 264
Card Helder Exaniphe

hug Activated New 6/14/2017 Change Fin  Unl

¥ Inactivate Card Rpasen [Lost

6. If the client is in the clinic, issue a new card following the procedure | o v s
. . Save Cancel
in “Issue an eWIC Card and PIN’. Both the new and old cards will Cee=t))
be listed on the account management screen.
Account Cards Issue Card
Card Holder / Caregiver Card Number
Example, Julia 6085-7793-0000-1264 06/14/2017 Deactivated
Example, Julia 6085-7793-0000-1272 06/14/2017 \Acti\rated /
e al
10

Revised: 9/4/2018



Card Returned to the Clinic

You may need to inactivate an eWIC card if it is returned to the clinic and you are unable to contact the client or the client does
not retrieve the card.
The client does not have to be present to inactivate the card but must come in for a new card to be assigned unless
circumstances require the card to be mailed.

-

T T m

eWIC Issuance Clinic Admin Utilities Reports Help

Assign Food Package

b — 1. eWIC Issuance > Account > Management. You may also use the shortcut
Sign for Card . . . . .
@oepsrmmzte 3/ on the Notices tab by clicking on Family — Card Active.

Account ] Management

Balance
Modify Benefit Issuance Activity
Mailed Card Letter
View History... 3 UL LT L

Elig. End 06/30/2018

nf

. ——
Appmntmen@ule Appointment Schedule Appointment ,>

Card Status Family - Card Active Family - Card Active

i

amnlat, amnlat,

2.

Click on the line with the cardholder name and
card number.

Click the Inactivate Card check box.

Enter the reason the card is being inactivated.

Click SAVE.

Card Number 6083-7793-0000-1264
Card Holder Example

Created 06/14/2017 12:57 PM by Nicole Vaudrin

Example, Julia 6085-7793-0000-1264 06/14/2017 Activated

Issue Card

d
[¥] Inactivate Card Reason |Lost hd 4)
e
at Hopi WIC Main

Example, Julia 6085-7793-0000-1264

06;‘14;’2017( Deactivated )

Issue Card

11

Revised: 9/4/2018



Card Inventory

Cards will be kept at the New Hampshire State Office. Local agencies should request cards and pick them up from the state
office as needed. Once they are received by your Local Agency, you may begin to issue the cards. However, you must mark
them as received in order for them to be reported on your inventory report.

Clinic Admin | Utilities  Reports _ Help
1. Clinic Admin > Inventory > Card Inventory .

No Show Management

Clinic Directory

Staff Directory

Staff Calendar 3

Single User Breastpump Inventory Report

Record Complaints 3

Manage Complaints >

Qutreach Contacts

Wait List Benefits Availability

Inventory » Card Inventory

Equipment Inventory

2. Ensure the “Not Yet Received” box is marked.

D & Find Client l Appointmmt Book I Find - Card Inventory

Agency Belknap-Merrimack Counties Comm . { Card # Range: From to
Date Transtemt 00/00/0000 _ [¥ to 0070070000 531
/ Not Yet Received Date Received: From 00/00/0000 [is| to 00/00/0000

Beginning Card # # Cards In Box Date Sent Date Received |

3. Click FIND.

4. Double click on the card range that you would like to mark as received.

5. Update the date received if needed.

6. Click SAVE.

7. 1f you uncheck the “Not Yet Received” box and select find, then you should see all the card series your local agency has
received in the past

12
Revised: 9/4/2018



Reconcile Card Inventory

At the end of each month, you will need to reconcile the card inventory. Staff that inventory card stock on a monthly basis
cannot be the same staff that receipts the card stock. To reconcile the inventory, complete the steps below.

1. Reports > Card Inventory Summary |Reports] Helo

30 Day Temp Client List
Report.

Appointment Summary

Appointment Reminders Sent
Appointment Reminder Audit
Authorized Food List Report

BFPC Contact

BFPC Referrals

Breastpump Issuance by Client Report

Card Inventory Summary Report

Card Replacement Report

2. Select your agency.

3. You may select received dates as long as you are sure that the dates entered include all active boxes of cards, otherwise
you may leave this blank.

4. Click Generate.

B Find Client | @ Appointment Book | Card Inventory Summary Ilepnrlﬁ

Agency Belknap-Mernmack Counties Comm Action Program (CAPBMCI) ~
Received Dates: From 06/01/2018  [i3] To  06/30/2018 [ [:

# -3 e 00% - 11
I S I IR I BRI SRR A SRR R SRR IR SR SRR - IR SRR AR SR Be v v a1 v 2B

New Hampshire DHHS WIC Program
Card Inventory Summary Report

Recajved Date: 06/01/2078 through 06/30/2078
Site: Belknap-Merrimack Counties Comm Action Program (CAPBMCI)

Received Cards Cards Cards Cards Cards
Agency Data Recaived Issued Lost/Damaged Recovered
Belknap-Merrimack Counties Comm Action Program  6/12/2018 50 24 a 1] 26

(CAPBMCI)

5. Print the report.

6. If all cards are accounted for, a staff member should initial and date the report next to each series to indicate that the
cards remaining number is indeed correct.. The report should be maintained on file for state staff to review during a
Management Evaluation.-

7. If the number of cards on the inventory report does not match the number in inventory, you may need to adjust the
inventory. See the steps below on how to adjust the inventory. Once the inventory is adjusted, reprint the report. Two
staff should then initial and date report.

13
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Reconcile Card Inventory: Lost/Found or
Damaged Cards

When completing your card inventory, you may find that cards have been lost, a card may be damaged or you may have located
cards that you previously thought were lost. The Card Inventory screen may be used to adjust the inventory to account for these
cards.

dinicMm'm] Utilities Reports Help
L. ) Class Management _
1. Clinic Admin > Inventory > Card Inventory

No Show Management

Clinic Directory
Staff Directory

Staff Calendar 3
Single User Breastpump Inventory Report
. . Record Complaints »
2. Ensure the “Not Yet Received” box is unchecked. e v >

Outreach Contacts

3. Click FIND.

Wait List Benefits Availability

Inventory > Card Inventory

4. Double click on the card range that you need to adjust. Equipment Iventory

ﬁ Client Services MET - 3.4.53 - Concard WIC Clinic
File Client  Voucher Issuance  eWIC Issuance  Clinic Admin  Utilities  Reports  Help

Agency Belknap-Merrimack Counties Comm . Card # Range: From to
Date Transferred: From  00/00/0000 to 00/00/0000 [i5
[ Not Yet Received Date Received: From 00/00/0000 [i5l to o00/00/0000 [

Eelknap-Merrimack Counties 50 6/5/2018 6/12/2018

5. If cards are lost or damaged, enter the number that are lost or damaged in the # of lost/damaged cards box. Damaged
cards can be reported on the ‘Card Inventory Detail’ screen. The screen can be updated as many times as you need.
Damaged cards should be kept by the Local Agency until the series is reconciled to zero “Cards Remaining”. Once a
series is reconciled, Local Agencies can return those damaged cards to the State Office.

6. 1If cards previously reported as lost/damaged are recovered, enter the number that were recovered in the # of recovered
cards box. Click SAVE.

14
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Agency Belknap-Merrimack Counties Comm Action F

Beginning Card # 6107300080070967 End Card # |[5107300080071452

# Cards in Box 50

Date Received 06/12/2018 [55) # of Lost/Damaged Cards

Date Sent 06/05/2018 # of Recovered Cards

pst Changed 06/12/2018 11:42 AM by Tara Orchard

7. There is also a card replacement report that can be used to track the replacement cards issued and the reason the cards
were inactivated. You can search for participants having more than a requested number of cards issued. New Hampshire
does not currently restrict the replacement of cards, but will track this for future discussions and updates to the policy.

&Y Find client Appointment Book ‘ Card Replacement Reportﬁ
~ ) Show/Hide Report Parameters
® Agency Select Agency Issue Date: From 06/01/2018 to 06/30/2018
O Clinic Belknap-Merrimack Counties Comm Action Program (CAPBMCI) ~ | | Number of Cards Issued 2
B3 B - & Gk 100% - B 172
New Hampshire DHHS WIC Program
Card Replacement Report
Belknap-Merrimack Counties Comm Action Program (CAFBMCI)
Card Replacement Report for Issue Dates 06/01/2018 - 06/30/2018
eWIC ID Card Holder Name Card Number Date Card Issued Reason Card Inactivated Inactive Date  Current Staty|
10932 Jill albane 5107300080068847  06/15/2018 Activated
10932 Jill albane 6107300080068020  06/04/2018 Lost 06/15/2018 Deactivated
10934 Baer Zoo 6107300080068938  06/04/2018 Activated
10934 Baer Zoo 5107300080068045  06/04/2018 Lost 06/04/2018 Deactivated
10935 Sue Melton 6107300080068011  06/04/2018 Activated
10935 Sue Melton £4NTINANONNEONEN 06/04/2018 | st 068/04/2018 Deactivated
15
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BENEFIT ISSUANCE
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Issue Benefits

eWIC benefits may be issued for a new household or when a household no longer has vouchers/benefits with a first use date in
the future.

1. eWIC Issuance > Assign Food Package. Assign and save a food package

Clinic Admin Utilities

Assign Food Package

Issue Benefits
V!
Sign for Card 4 Julia Example WIC Active PG
10183958 Gender Female Cert. Period 06/14/2017 to 03/31/2018 Due Date 02/01 /2018
DOB 01/20/1994, 23 Years Priority 4
Account 4

Assign Food Package
Julia

Card Management E MNotices

Modify Benefit Issuance Food Package Assignments for Issuances with Current or Future Dates

Mailed Card Letter Client’s Age First Use Date Base Food Package Assign Food Package

View History... 3

Food Package Assignments For Months That Can Be Issued

Client’s Age First Use Date Base Food Package Assign Food Package

23 Years 06/13/2017 Pregnant Women / Mostly B [m] View Tailor Special Authorization
23 Years 07/13/2017 Pregnant Women / Mostly B [Pregnant Women / Mostly BF v] View Tailor Special Authorization
23 Years 08/13/2017 Pregnant Women J/ Mostly B [ v] View Tailor Special Authorization
23 Years 09/13/2017 Pregnant Women / Mostly B F ~| View Tailor Special Authorization
23 Years 10/13/2017 Pregnant Women J Mostly B F | Viﬂ m Special Authorization
23 Years 11/13/2017 Pregnant Women J Mostly B F | Viﬂ w Special Authorization
Feeding Summary Client Receives Formula From Another Program.

2. eWIC Issuance > Issue Benefits.

Clinic Admin Utiliti

Assign Food Package
Issue Benefits

Sign for Card

Account 3

Modify Benefit Issuance
Mailed Card Letter

View History... 3

3. Check the Issue check box for the appropriate month(s) and client. Mark the check box if the client is not present.
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4. Click the Issue Benefits box at the bottom of the screen.

Issue Benefits View Result
May 2017 June 2017 July 2017 August 2017
Julia Example PG Pregnant Women J Pregnant Women J Pregnant Women /
Mostly BF Mostly BF Mostly BF
Mot Issued

i Package First Us; 017 | First Use 07/13/2017 | First Use 08/ 1372094,
ﬂ Mot Present View Issue | View Issue | View Iss )

Paul Example C Child 2-4 Years Child 2-4 Years Child 2-4 Years

Mot Issued
Assign Food Package First Use 061372017 | First Use 07 /1372017 | First Use 08/13/2017
Not Present View Issue | View Issue | View Issue

Jordan Thompson C

Not I d Mo Food Package Mo Food Package Mo Food Package
ot Tssue Assignment Assignment Assignment
Assign Food Package
Not Present | |
Tina Example I Limited Breastfed Limited Breastfed Limited Breastfed
4-5 Months 6-8 Months 6-8 Months
‘| m G
\
[ 1ssue Benefits | [) cancel |
4
paas—————

PRO TIP:

Under certain circumstances,
eWIC benefits can be issued

without the client present. No
signature or PIN is required to
issue benefits. Be sure to mark
the ‘not present box’ on the
issue benefits tab.
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Print or View Benefit Balance

You may need to check or print the benefit balance when a client has a question about their benefits. The benefit balance should
be printed for a client after each time new benefits are loaded to the card.

1. eWIC Issuance > Account > Balance.
PRO TIP:

Clinic Admin Utilities  Reports  Help
Assign Food Package

The benefit balance typically refers to a list of

Issue Benefits
Sign for Card e e benefits for the current month only. It updates
pecount panagement when purchases are made. When printed from

Balance

StarLING, it also includes benefits issued for
future months and is often called the benefit
list.

Modify Benefit Issuance

Activity

Mailed Card Letter

View History...

2. Print the list by Group (benefits for the household) using the link at the bottom of the screen.

et Services MET « 34,86 Congord WiC Chnie
Fie  fercoms  Olant  Voocher lusance eI lssusnce  Chmc Admen  (tkties  Raporta Ml

0 i hen Aoyt s | e e crons

[eroup Members Julia Test WIC Active PG

PR 10012117 Genser Female Cert. Pesied 06 19/2018 12 12/31/2018 Dus Dute 11706/ 2018
.. D08 01/0%/ 1589, 39 Vesrs Pricaity 1

] Hide Inactve Coents

e ——
frs e Group Hember s ;-

Yaubck Links for

= dharvadits for Wil Tast
ulia Test 4 Balance for &/16/2018 1o F/infran
[ieeses 3%.00 07 Dresidast Coreal AR Authorzed
frotes. 4,00 CAN Canned Beans 15 to 16 07
[premergraphecs. 1.00 MG Cheese 16 oz pky
[eeterras 1.00 DOZ Dazen Eggs AN Authorized
[roghes & Ramponnbites 11,00 US0 et and vegetables CV A8 Authorized
{hsthre Mase 4,00 GAL Gallon 1% and Fat Free Ml
[ocd Meas 100 WGL Half Gal 1% and Fat Free Milk
Heaith fraereew 3.00 CAN Juice Concentrate A Authorized
froak Fasteen 1.00 CHT Low Fat of Fat Frae Yooun
fistrition Bucatinn 1.00 3R Pears Butter
[ramchaer 1.00 MG ‘Whele Grains Cption Al Autherized
[pagn Fooed Fackage # Balance for 7/19/2018 to 8/18/ 2018
fasre Berafas 36.00 02 Breabfast Coreal A8 Authorized
presezey-Coene Gonln 400 CaN Canned Beans 13 to 16 02
assory-lawaances 100 PRG Chease 16 &2 pk
fiszory-Hutriton Edacstion 1.00 DOZ Baran Dogs A Authorred
(Vo Ficksp: 11,00 USD Frult and Vegetables TV A3 Authorized
fEsgn For versehers 400 GAL Gallon 1% and Fat Free Ml

100 WGL Half Gal 1% and Fat Free Hilk

200 CAN Juice Concantrate Al Authorized

1,00 ENT Low Fat or Fat Fram Yogurt

1.00 JaR Paant Rutter

100 PG ‘Whole Grains Option Al Authorized

4 Balance for 8/19/2018 to 9/18/2018

.00 O eakdait Cereal A8 Authoriced

4.00 CaN Canned Deans 15 to 18 02

1.00 PG Chewse 16 of pkg

1,00 0OZ Dozen Eggs AN Authorized

11.00 uso Fruit and Vepetables CVB AN Authorized

400 GAL Gallon 1% and Fat Free Milk

1,00 VoL il Gal 1% aeed Fal Froa Milk

1.00 CAN Jusce Concentrate AR Authorized

1,00 CNT Low Fat or Fat Free Yogurt

1.00 1R Peant Butter

1.00 PG ‘Whale Grains Option &l Authorized

G_ﬂ@ﬂ

[ —

3. Close when finished.
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View Activity/Transactions

On occasion, you may need to view a client’s transaction activity to help resolve an issue with redemptions. For example, a client
may think that an item was not redeemed that is no longer available in her benefit.

W Clinic Admin Utilities Reports Help

Assign Food Package
Issue Benefits
S WIC .ﬂdive PG‘
1. eWIC Issuance > Account > Activity. = ?ﬁ":d oe/09
Account ] Management
Balance
Modify Benefit Issuance Patiia
Mailed Card Letter
View History... 3

2. Under the Activity list, you can see the items in red that have been subtracted from the account due to redemptions.
You may occasionally see voided redemptions that are added back to an account.

Jerome Martinez WIC Active C
10183807 Gender Male Cert. Period 12/02/2016 to 06/30/2017
DOB 04/28/2016, 1 Years 1 Months Priority 1
eWIC Activity & i ices ©
Jerome
‘ Caregiver Name: Louise Martinez eWIC ID: 101836 |

mily Benefit  Issue Date: 6/5/2017 First Use Date: 6/5/2017 End Use Date: 7/5/2017
4 Demographic

Client ID Category Name Food Package
10183807 C Jerome Martinez Child 12-23 Months
4 Tssuance
. Juice - 640z
. 8 Breakfast Cereal Cheese Dry Beans or Peas Eggs Fruit and Vegetables 8
Client ID Proration % Container
ounce package package dozen dollar e T
10183807 36 1 1 1 8 2
| Totals 36 1 1 1 E 2
4 Activity
- Juice - 640z
Activity Date Activity Type g:?lz:fast Cereal C:s::ee Darzklzezns or Peas ggzg;." zzjll;rand Vegetables Container
e & ¢ container
06/05/2017 Issue 36 1 1 1 &8 2
06/05/2017 Redemption -1z -6.5
06/09/2017 Redemption
06/09/2017 Redemption -1.5
06/09/2017 Void Redemption 1.5
06/09/2017 Redemption -12
06/09/2017 Redemption
Remaining 12 1 0 1 1.5 2
‘ n »

Revised: 9/4/2018



3. Click on a Redemption row to obtain more details about the transaction.

L _ .
 Caribbean Market, Manchester on :Hi‘sc'l\ﬁy, Jhune 1:3‘, 2018 2_.18 Pri11213>

Benefit Period: 06/19/2018 - 07/18/2018
Total Amount Requested: $10.99
Total Discount: $0.00
Total Adjustment: £0.00
Total Amount Paid: $10.99

Category Subcategory Units Meas Unit  Quantity Price NTE Adj  Paid Product Code
Bread and Brown Rice Uncle Ben's Instant 1.00 PKG 1.00 3.00 0.00 3.00 054300120017
Cheese or Tofu 16 oz Cheese ( Lucerne Part Skim ) 1.00 PKG 1.00 4.99 0.00 4.99 021130046966
Milk Low Fat and 1% and Fat Free Milk\_ucerne Dairy Farny 1.00 HGL 1.00 3.00 0.00 3.00 021130070121

Close |

4. Contact NH State Office or refer the client to customer service for additional redemption information if the client has
further questions.
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Remove/\Void Unredeemed Benefits

(Also known as Modify Benefit Issuance)

Benefits can only be voided for future months or for the current month if no purchases were made by the household. Formula
can be voided and reissued at any time.

Benefits may need to be removed from an account when:

Client transfers out of state

Voluntary verbal or written request to be withdrawal from program

Error such as benefits issued to wrong client/household or wrong foods issued
Household or Economic Change
Program Fraud or Abuse

Clinic Admin Utilit]

Assign Food Package
1. eWIC Issuance menu > Modify Benefit Issuance. Issue Benefits

Sign for Card
Account 3

Modify Benefit Issuance
Mailed Card Letter

View History... 3

2. Check the “void issuances for months with no redemptions” check box.

Julia Example WIC Active PG
10183958 Gender Female Cert. Period 06/14/2017 to 03/31/2018 Due Date 02/01/2018
DOB 01/20/1994, 23 Years Priority 4

Modify Benefit Issuance *

Julia

Modify Benefit Issuance Wizard - Step 1
Client: 10182958 Julia Example

What would you like to do?

Reissue formula in exchange feor returned and/or unredeemed cans of formula from the current month’s benefits.
[#] void issuances for months with no redemptions. A new food package may be assigned, which might be prorated when issued.

Issuances available for revision:

Month First Use End Use Benefit Status Food Package

June, 2017 6/14/2017 7{14/2017 Currently Active Benefits Pregnant Women / Mostly BF
July, 2017 7/14/2017 8/14/2017 Future Active Benefits Pregnant Women / Mostly BF
August, 2017 8/14/2017 9/14/2017 Future Active Benefits Pregnant Women / Mostly BF

3. Click NEXT. PRO TIP:

4. Select the reason you are voiding benefits. It is possible to click both boxes (reissue formula and

void issuance) and NEXT. If this occurs and you do not
want to reissue formula, close and re-open the Modify
Benefit Issuance tab.
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5. Select the month(s) that you would like to void. Note that all future months are voided when a prior month is voided.

6. Check the box indicating that you’d like to assign a new food package if you will be reissuing different benefits.

| Why are you voiding Benefits?

Select the month(s) you want to void: -

El June, 2017 6/19/2017 7/19/2017 Currently Active Benefits Pregnant Women / Mostly BF
EI July, 2017 7/19/2017 8/19/2017 Future Active Benefits Pregnant Women / Mostly BF
August, 2017 8/19/2017 9/19/2017 Future Active Benefits Pregnant Women / Mostly BF

Would you like to go to the Assign Food Package window to assign a new food package? @ Yes () No

7. Click SAVE.

8. If reissuing benefits —Follow procedure in ‘Issue Benefits’. You will automatically be taken to the Assign Food
Package screen.
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Reissue Benefits/Formula

Formula benefits may be reissued when there is a change in the client’s formula or the incorrect formula was issued. Only
formula benefits may be reissued at this time. Formula that is unredeemed and unopened cans of formula that are returned to
the WIC office may be reissued.

FOR NOW:

e Any benefits can be voided and reissued for the current month if no purchases have been made for anyone in
the household.

Only formula can be voided and reissued once a purchase has been made for anyone in the household.
Remember- Foster children are their own household.

m Clinic Admin  Utilitiy
1. eWIC Issuance > Assign Food Package. Assign Food Package
Issue Benefits
Sign for Card

Account 3

2. Assign the formula that you would like to reissue. See the sections on ‘Tailor a Food
Package for Standard Foods’ and ‘Issue a Special Formula/Special Foods’ for details. Modify Benefit Issuance

Months with issued benefits are at the top in the Food Package Assignments for Issuances Mailed Card Letter

with Current or Future Dates section. U B e b
Tina Example WIC Active I
10183960 Gender Female Cert. Period 06/14/2017 to 01/31/2018
DOB 01/12/2017, 5 Months Priority 1 HR

e g e = —
Tina

Food Package Assignments for Issuances with Current or Future Dates

Client's Age First Use Date Base Food Package Assign Food Package

5 Months 06/14/2017 Limited Breastfed 4-5 Month|1TS - LBF 4-5M | View Tailor Special Authorization

& Months 07/14/2017 Limited Breastfed 6-8 Month [ZTS - LBF 5-8M v] View Tailor Special Authorization

7 Months 08/14/2017 Limited Breastfed 6-8 Month [2TS - LBF 5-8M v] View Tailor Special Authorization
3. Click SAVE

m Clinic Admin  Utiliti
Agsign Food Package
Issue Benefits

Sign for Card

4. eWIC Issuance > Modify Benefit Issuance. Account ,

Modify Benefit Issuance
Mailed Card Letter

PRO TIP:

View History... 3

You can click both reissue

5. Check the “Reissue formula in exchange for ...” check box. formula and void future
months if more than one
month of benefits was issued.

24
Revised: 9/4/2018



What would you like to do?

[#] Reissue formula in exchange for returned and/or unredesmed cans of formula from the current month's benefits.
[T veid issuances for months with no redemptions. A new food package may be assigned, which might be prorated when issued,

6. Click NEXT.

7. Fill out the screen appropriately, documenting how many were physically returned, and what you would like to void
from the benefit balance.

4 Client Services .NET - 3.441 - Nashua WIC Clinic - O X
File Services Client VoucherIssuance eWICIssuance  ClinicAdmin  Utiliies  Reports  Help

S ap—
Group Members Infant Test5 WIC Active T
nf 10941139 Gender Female Cert. Period 06,/15/2018 to 02/28/2019
Infant Tests DOE 02/25/2018, 3 Months Priority 1
(] e e e s Modify Benefit Issuance @ Assign Food Package & eWIC Activity & Notices
Infant Infant Infant Infant
Add New Group Member
Quick Links for Modify Benefit Issuance Wizard - Reissue Formula Benefits - Step 2 of 3
Infant Test5 Client: 10941139 Infant Tests
[CErED Enter the number of cans to be voided (removed from the EBT account). Assign Food Package
Notes
Demographics Formula to Void
Mid-Certification End Use Client Family Family Redeemed Family Qty to Void
Referrals Issued Issued or Voided Remaining
Rights & Respensibilities 6/15/2018  7/14/2018  Abbott Similac Advance Pwd 12.4 oz 9.00 9.00 2.00 7.00
Anthro Meas
Blood Meas
Immunizations
Health Interview Enter the number of cans returned next to the formula below, and enter a note.
Risk Factors
Nutrition Education Formula Returned Notes
Flowsheet change to soy
e (R e Abbott Similac Advance Pwd 12.4 oz
Issue Benefits
History-Client Goals

History-Issuances

History-Nutrition Education  Select the Formula to Reissue from the list, and select the number of containers to reissue.
Voucher Pickup
Sign for Vouchers Replace Formula
Assigned Food Package 1T - 1a-FFF - Infant Full Form 0-3 M Units to be voided/removed | 7
Select Formula to Reissue Abbott Similac Soy Isomil Powder 12.4 oz Units returned by the clies 1

Total equivalent containers to reissue | gl of | 9.00]

Containers to reissue| 8

(<< Back] [Next >>>] [ cave | [ Cancel ]

8. Click SAVE.
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Understanding Proration of Benefits

Benefits may be automatically adjusted in StarLINC in order to align first use dates in a family when moving a new member is
added or transferred to the group. For example, the benefit for an infant that is added to a family mid-cycle may be pro-rated
from 8 cans to 4 cans since the benefit period is shortened. The infant would receive the full month benefit with the next
issuance cycle.

Benefits are prorated based on the number of days left in the benefit cycle for the family using the table below:

Number of Days Percent of Benefits
Remaining Issued
0-5 days 25%
6-17 days 50%
18-23 days 75%
24-31 days 100%
(full package provided)
26
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Tailor a Food Package for Standard Foods

Clients must be provided with options for their authorized foods when available. For example, clients should be allowed to
choose dry beans, canned beans or peanut butter as appropriate. The steps below outline how to tailor standard items, the
‘Issue a Special Formula/Special Foods’ section describes how to provide clients with special foods that require additional
documentation.

1.

eWIC Issuance > Assign Food Package.

eWIC Issuance | Clinic Admin Utiliti

Assign Food Package
Issue Benefits

Sign for Card

Account 3

Modify Benefit Issuance

Mailed Card Letter

View History... 3

2. Select the Tailor Link to the right of Assign Food Package box for the month for which you would like to tailor the food

package.

3 Years 5 Months  06/26/2017 Child 2-4 Years [
3 Years 6 Months  07/26/2017 Child 2-4 Years
3 Years 7 Months  08/26/2017 Child 2-4 Years

!

«| wiew Tailor Special Authorization

View Tailor Special Authorization

View Tailor Special Authorization

3.

4.

On the tailor screen, change the amounts of each food item in the Current column to reflect the items and amounts you
need to issue. The system will not let you issue more than the limit for a food item or group of foods.

For example, if I am working with a child, the default food package contains 1 jar of peanut butter. If the client would
like some canned beans, I would delete the “1” in the peanut butter row and add 4 to the canned beans.

4 Beans and Peanut Butter

Canned beans
Dry beans or peas
Peanut butter

1 1 -1 pounds

4 0 -4 cans
0 - 1 packages
0 - 1 containers

When finished tailoring the food package, click NEXT. Enter your note on what/why the food package was tailored.

Click SAVE.

You will now have the standard and tailored option of food packages to select. Please double check to be sure you are
selecting the correct food package for each month you are issuing.

3 Years 5 Months  06/26/2017 Child 2-4 Years
3 Years 6 Months  07/26/2017 Child 2-4 Years
3 Years 7 Months  08/26/2017 Child 2-4 Years

iT-c2-4vrs -

View Tailor Special Authorization

»| View Tailor Special Authorization

Child 2-4 Years

R View Tailor Special Authorization
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Issue a Special Formula/Special Foods

Some clients requite special formula and/or foods due to medical or environmental needs. Issuance of all special formulas
requires a Special Authorization Form. Ensure you have the appropriate documentation in place for each item that is being

issued that requires special authorization.

1. eWIC Issuance > Assign Food Package.

eWIC Issuance I Clinic Admin Utiliti

Assign Food Package
Issue Benefits

Sign for Card

Account 3

Modify Benefit Issuance
Mailed Card Letter

View History... 3

2. Select the Special Authorization link to the right of Assign Food Package box for the month for which you would like to
authorize the food package.

Food Package Assignments For Months That Can Be Issued

Client’'s Age First Use Date Base Food Package

Assign Food Package

2 Years 5 Months

06/22/2018 Child 2-5 years

View Tailor Special Authorization

2 Years 6 Months  07/22/2018 Child 2-5 years

View Tailor Special Authorization

2 Years 7 Months

08/22/2018 Child 2-5 years

View Tailor Special Authorization

On the Special Authorization screen, Click NEW.

Enter the active date and inactive dates for the authorization.

Enter the reason for issuance of the special formula or food. If this is a special formula, enter the reason exactly as it

appears on the Request for Special Formula Form. For more information on entering a Request for Special Formula
form (RSF), please refer to the New Hampshire Policy and Procedure manual.

Click OK.

y'i Client Services .NET - 3.4.53 - Nashua WIC Clinic
File  Services Client Voucherlssuance  eWIC Issuance

& Find Client | @ Appointment Book | Mother TestWM Group

Clinic Admin  Utilities  Reports  Help

Child TestwM
10941147 Gender Male

Group Members
Child TestWM
[[] Hide Inactive Clients

DOB 01/05/2016, 2 Years 5 Months

Tailor Food Package @ Assign Food Package & Notices
child Cchild Child

Priority 5

Add New Group Member

WIC Active €
Cert. Period 06/22/2018 to 06/30/2019

Quick Links for
Child TestWM

Special Authorization
Base Food Package
4b-Child - Child 2-5 years

Tailored Food Package
Notices 1TS - 4b-Child - Child 2-5 years

Notes.

Active Date
06/22/2018

Inactive Date
06/22/2019

Demographics
Mid-Certification
Referrals
Rights &

Anthro Meas

Current Base Food Package 4b-Child - Child 2-5 years
Tailored Food Package ID 1TS - 4b-Child - Child 2-5 years

Blood Meas
Immunizations
Health Interview
Risk Factors
Nutritien Education

Active Date | 06/22/2018
Reason

Inactive Date 06/22/2019

F—n Pedisure and whole milk
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7. On the tailor screen, change the amounts of each food item in the Current column to reflect the items and amounts you
need to issue. The system will not let you issue more than the limit for a food item or group of foods. Be sure to
uncheck the issue box in the Special Authorization for the original food and check it for the new food

8. When finished tailoring the food package, click Next.
9. Enter note if applicable and Click Save.

10.You will now have the standard and tailored option of food packages to select.

Food Package Assignments For Months That Can Be Issued

Client's Age First Use Date Base Food Package Assign Food Package

2 Years 5 Months  06/22/2018 Child 2-5 years |1'I'S—4b—CI"||Id—“| View Tailor Special Authorization
2 Years 6 Months  07/22/2018 Child 2-5 years | - | View Tailor Special Authorization
2 Years 7 Months  08/22/2018 Child 2-5 years . \-’iﬂ Tailor Special Authorization

PRO TIP:

Note that a food package
must be reassigned and/or

reauthorized when the base
food package changes such as
when an infant or child’s age
changes or the breastfeeding
status changes.
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Issue Extra Formula to an Infant > 6 mos

Federal regulations allow for infants over six months old who are on a formula and do not receive baby foods or cereal from
WIC to receive additional formula. These infants must have documentation from the health care provider on the Request for

Standard Formula Form that they cannot eat the solid foods.

1. Authorize the Special Formula following the steps 1-6 in the ‘Issue a Special Formula/Special Foods’ section.

2. After you complete step 5, the tailor food package window will open. Delete all quantities of authotized foods and

formula and uncheck the Issue box.

3. Check the Issue box for the formula that you are going to issue.

4. Enter any amount in the current column for the formula you are going to issue.

< imilac Ad i >

Similac Advance PWD 0 - 7 containers Issue
Similac ACvanee T || Issue
Similac Alimentum PWD 0 - 8 containers [ Issue
Similac Alimentum RTF 0 - 20 containers [ Issue
Similac NeoSure PWD 0 - 8 containers [ Issue
Similac NeoSure RTF 0 - 20 containers [ Issue
Similac PM 64/40 PWD 0 - 6 containers [ Issue
Similac Sensitive PWD 0 - 7 containers [ Issue
Similac Sensitive Spit Up PWD 0 - 7 containers [ Issue
Similac Sensitive Spit Up RTF 0 - 20 containers [ Issue
Similac Special Care 24 0 - 40 packs [ Issue
Similac Tota = rr . VTS [ Issue

ant Cereal 0-24 ounces\
Infant Cereal 0 - 24 ounces [[] 1s5ue

4 Infant Fruit and Vegetables 128 - 128 ounces
S~ [nfant Fruit and Vegetables 0 - 128 ounces [C] 1ssue 4

5. Once you do this, a message should appear in the heading of the formula section that says No Food Exempt Formula
Limits in effect and the limits will be increased.

4 Formula

612 - 970 ounces Limits in effect

No-Food Exempt Formula

—

>
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6. Go back to the formula line for the formula that you are authorizing. In the current column enter amounts until you get
to an amount that is as close to the top end of the limit as possible without exceeding it. The amount that the client is
issued in this situation is the same amount that client would have been receiving in the 4-5 month food package.

FF 5-8M - Fully Formula Fed 6-8 Months Zurrent Special Authorization

4 Formula o900 612 - 970 ounces EI?"::;(:?‘ E'ff‘:::tﬂt Formula
EleCare for Infants Unfiavored PWD 0 - 7 containers Issue
Enfamil EnfaCare PWD 0 - 8 containers Issue
Enfamil EnfaCare RTF 0 - 14 packs Issue
Enfamil Premature 24 RTF 0 - 53 packs Issue
Gerber Good Start Soy CONC 0 - 27 containers Issue
Gerber Good Start Soy PWD 0 - 7 containers Issue
Gerber Good Start Soy RTF 0 - 20 packs Issue
Neocate Infant PWD 0 - 7 containers Issue
Nestle Alfamino PWD 0 - 7 containers Issue
Nutramigen CONC 0 - 24 containers Issue
Nutramigen Enflora LLG PWD 0 - 8 containers Issue
Nutramigen RTF 0 - 20 containers Issue
Pregestimil PWD 0 - & containers Issue
PurAming PWD 0 - 7 containers Issue
Simiac Sansitive RTF QT 0 - 20 containers Issue
Similac Advance CONC 0 - 24 containers Issue
Similac Advance PWD 0 - 7 containers Issue

7. When finished tailoring the food package, click NEXT.

8. Enter Note if applicable and Click SAVE.

9. You will now have the standard and tailored option of food packages to select.

Food Package Assignment Must Be Prorated to 50% for 8 days (06/26/2017 - 07/05/2017)

First Use Date
06/05/2017

Base Food Package
Fully Formula Fed 6-8 Montl

Client’s Age
5 Months

Assign Food Package

TS - FF 6-8M

=| View Tailor Special Authorization

Food Package Assignments For Months That Can Be I

1T5 - FF 6-8M

Fully Formula Fed 6-8 Months

Client's Age

First Use Date Base Food Package

& Months 07/05/2017

Assign Food Package

Fully Formula Fed 6-8 Montl ~| View Tailor Special Authorization
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MOVING CLIENT & GROUPS
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Switch Client to an Existing Group

Sometimes a client has to be transferred to an existing family within one of your clinics. This may happen when there is a change
in custody or foster parent. If the group that you would like to transfer the client to already exists, use the process below. If the
group does not exist, see ‘Switch Client to New Group’.

i PRO TIP:
Check Issuance eWIC Issuance Clinic &
1. Open the client’s record that you need to move. Noties
BEmmy Eplie If the client is a foster child,
Reminders . . .
2. Client Menu > Switch Groups. Flowsheet ’ nactivate their card and
e issue another when they
ate New Group
S e switch families. Their benefits
Chansslicato) will remain in their account.
Correct Anthropometric Measurements
Correct Blood Measurements
Change Birth Date

3. Search for the group that you would like to move the client into.

4, Highlight the group and click SAVE. The client should now be in the existing group.

4 Client Services NET - 3453 - Nashua WIC Clinic - [m} X
File  Services Client  Voucher Issuance eWIC Issuance Clinic Admin Utilities Reports Help

B 7w oo © s o

Caregiver Last Name First Name Cl
Client Last Name I:l First Name :l
Client 1D |:| Local ID |: Display Inactive Groups
Category| v DOB 00/00/0000 [3]
Clinic | ~]
ewcmo| ] Find
Card Number | H Swipe Card |

Cat Eligibility Ends eWIC ID

1,/200: PG 12/31/2018 109457
QstWM, Child UUOSHZDLMQctiVe C 06/30/2018 109457
O —— —

5. Benefits and cards do not move with the client to the new group. If the new family does not have an eWIC card or if the
client is a foster child, an eWIC card will need to be issued along with benefits.

PRO TIP:

Note that benefits for the client
will be removed from the
original family’s eWIC account.
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Understanding Benefit Removal with Switch
Groups

When a client is switched to a new group, benefits may be automatically adjusted in StarLINC to remove benefits from the
client’s original family account.

The following are the rules that are in place in StarLINC for removing benefits from accounts.

If there are no redemptions for the current month’s issuance for the group, StarLINC will void the original
issuance.

If there were one or more benefit redemptions (food purchases) and the client is the only one in the original
group, the full remaining balance is automatically voided in StarLINC.

If there were one or more benefit redemptions (food purchases) for the group, a percentage of the remaining
benefits will be automatically voided from the account based on the percentage of the original issued benefits
to the family.

Example: Family is issued 1080z of cereal for 3 clients. 360z of cereal are redeemed leaving 72

0z in the balance. One client leaves the family. 33% of 72 0z (24 o0z) will be removed from the
balance.
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Switch Client to a New Group

Sometimes a client has to be moved to a caregiver that does not exist in the system. This may happen when there is a change in
custody or foster parent. If the group that you would like to transfer already exists, use the ‘Switch Client to Existing Group’
process. If the group does not exist, use the process below.

1. Open the client’s record that you need to move. PRO TIP:

Client | Check Issuance  eWIC Issuance Clinic Al

Notices

2. Client Menu > Create New Group.

If the client is a foster child,

Demographics

el inactivate their card and
Flowsheet issue another when they

Creste New Group switch families. Their benefits
Switch Group will remain in their account.

Change Location

Correct Anthropometric Measurements

3. Enter the demographic information for the new caregiver.

o} Client Services NET - 3.4.53 - Nashua WIC Clinic — m] X

File  Services Client Voucher Issuance  eWIC Issuance  Clinic Admin  Utilities ~ Reports  Help

ﬂ Find Client |@ Appointment Book | Apply for WIC - Create a New Group

Client Information Initial Contact Date 06/22/2018
Clientio| | LocalD Medicaid # |
Client Last Name First Name MI
Date of Birth “D0/00/0000 | Female Mala
Application Information Application Date 06/22/2018 10:21 AM

Initial Client Category

Group Information eWIC ID Not Assigned Clinic Nashua WIC Clinic

Caregiver Last Name First Name MI DOB I=CIl),‘l:-().ﬂ‘IJCIOQ E
Alternate LastName| | First Name MI DOB 00/00/0000  [iF]

Telephone Message Telephone Telephone Notes | ]
cell Phone | - | carrier| -]
Email | | Receive Appointment Remindars [| Email [ ] Text (Phone)
Street Address | | Mailing Address |
[ | |
City, State, Zip | ~] [ | ] City, State, Zip | v [ ~] |
Countv| | County |
Special Needs | | [Omigrant  [] Homeless

rimary Language | itepreter - []print Lattersin Sparish

Dual participation test needed to continue

4. Click Save. The client should now be in the new group.
PRO TIP:

Note that benefits for the

5. Benefits and cards do not move with the client to the new group. An eWIC card will client will be removed from

need to be issued along with benefits. the original family’s eWIC
account.
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Transfer a Group from
Another New Hampshire Local Agency

A client is entered as an in-state transfer if the client is transferring in from another New Hampshire Local Agency’s clinic.

You can transfer a group or only selected clients in a group from one Local Agency to another. If you move selected clients, they
can be transferred to an Existing Group or a New Group. Follow these steps to transfer a group.

[Services| Client Checklssuance  eWICIssuance  Clinic Admin  Utilibes

Apply for WIC... >

Race and Ethnicity | First Name |

Pt Fist Name 1. Setvices> Transfer From...> In State/ Program
Income Eligibility

Proof of Residency and Identity 0/00/0000 i3]

Rights & Responsibilities

e Card l
WIC Presume Eligible Guide
Status Cat Eligibil
WIC Certification

WIC Mid-Certification

Anthropometric Measurements

Blood Measurements . . . .
Hoakh Inerviow 2. Search for a client or caregiver in the group you'd like to transfer.
Risk Factors

Nutrition Education

Nutrition Education - RD
Referrals

Basic Contact/Voter Registration

Immunization Status 3. I—Ilghhght t}:‘le group and Click NEXT.

BFPC Summary

Notes

Transfer From... 3 In State/Program

Out of State/Program

#} Client Services .NET - 3.4.53 - Nashua WIC Clinic - a x
File  Services Client Voucher Issuance  eWIC Issuance  Clinic Admin  Utilities  Reports  Help

Q Find Client | @ Appointment Book | Transfer From In State Program

Caregiver Last Name First Name
Client Last Name I:| First Name

Client 1D | | Local D] Display Inactive Groups
Catego DOB 00/00/0000 E
Clinic | +]
ewcio| |
Card Number | | [Swipe Card] Find
Eligibility Ends
‘ Test 10, Foster Mom KHouseholdg0, Foster 03/01/2016 Active C  06/30/2019 109469 rd WIC Clinic @ Bridge Community Church L)
Child
Test, Julia Test, Julia 01/05/1989  Active PG 12/31/2018 109375 Concord WIC Clinic
| Test, Momma Test, Momma 06/01/1988  Active BF 06/30/2019 109333 Concord WIC Clinic
Test, Infant 06/08/2018  Active 1 06/30/201% 109333
Test, Ter Test, Ter 10/10/1999  Active PG 08/31/2018 109366 Concord WIC Clinic
test_r, mom test_r, mom 01/01/1980  Active PP 07/31/2018 109376 Concord WIC Clinic v
WIC Information Group Information
Client ID 10932075 Caregiver Last Name Test First Name Momma ML
Momma Test Alternate Last Name First Name ML
Delivery Date 6/8/2018 Telephone Message Telephone Telephone Notes
WIC Eligibility Street Address| 100 N Washington Mailing Address
06/08/2018 to 06/30/2019
Last Issusd 06/08/2018 Albany NH 03063
First Use Date 06/08/2018
Carroll
Woman PG or MBF Special Needs Migrant Homeless
Primary Language Interpreter
<< Back [Next»»>]| Save | [ Cancel |
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4. Select Transfer Whole Group and click NEXT. Select the Combination of Group Members.

- (@ Transfer Whole Group

() Transfer Selected Clients into an Existing Group
() Transfer Selected Clients into a New Group

Momma Test v
Infant Test

5. Update the demographic information for the group, since they likely moved. Click NEXT.

6. You must hit save on the final Transfer From In State Program Screen to complete the transfer.

7. The family eWIC card will remain active, so there is no need to replace it. Any benefits remaining in the account will
remain available.
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Transfer a Selected Client from another Local
Agency Clinic to an Existing Group

A client is entered as an in-state transfer if the client is transferring in from another New

Hampshire Local Agency’s clinic.

You can transfer a group or only selected clients in a group from one New Hampshire Local
Agency to another. You may want to move only selected clients when there is a change in
custody or foster parent. If you move selected clients, they can be transferred to an Existing
Group or a New Group. Follow these steps to transfer a selected client to an Existing

Group.

1. Services> Transfer From...> In State / Program

2. Search for the client you'd like to transfer. Highlight the group and click NEXT.

-;'4 Client Services .NET - 3.4.53 - Nashua WIC Clinic

File  Services Client VoucherIssuance eWICIssuance  Clinic Admin  Utilities Reports  Help

& Find Client | (@ Appointment Book | Momma Test Gmupl1 Transfer From In State Program

Caregiver Last Name First Name
Client Last Name|:| First Name
Client ID | | Local ] Display Inactive Groups
category|  ~| DOB 00/00/0000 &)
Clinic| v
amco|
Card Number | |[Swipe card] T
Caregiver Client DOB Status Cat FEligibility Ends eWIC ID Clinic
Test, Ter Test, Ter 10/10/1999  Active PG 08/31/2018 109366 Cancord WIC Clinic -
test_r, mom test_r, mom 01/01/1980  Active PP 07/31/2018 109376 Cancord WIC Clinic
| test_r, foster 01/01/2017  Active C  08/30/2019 109377 |
test_r2, mom test_r2, mom 01/01/1970  Active PP 08/31/2018 109378 Cancord WIC Clinic
test_r2, Foster3 08/01/2013  Applicant c 109385
test_r2, foster5_r2  09/01/2014  Applicant c 109387
WIC Information Group Information
Client ID 10932119 Caregiver Last Name test_r First Name mom MI
foster testr Alternate Last Name First Name ML
DOB 1/1/2017 Gender M Telephone Message Telephone Telephone Notes
WIC Eligibility Street Address Mailing Address 101 test
06/19/2018 to 06/30/2019
Concord NH 03305
Merrimack
Special Needs Migrant Homeless
Primary Language Interpreter
-< Back | [Next »>>] [ save | [ Cancel |

PRO TIP:

If the client is a foster child,

inactivate their card and
issue another when they
switch families. Their benefits
will remain in their account.

[Eeniss] Cient  Checkisssence  eWic suance  Cimc Admin  UbWes
Apply for WIC.. .

First Name

First Name
Walt List]
ha/ooiooon [ | Dileplay Ve

(¥ Display Ir|

Toaenter From... . tn State/brogram
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Select the Combination of Group Members.

3. Choose Transfer Selected Clients into an Existing Group and place checks by the O Transfes Whale Group
C]iCﬂt(S) yOLl’d like to transfer. Click NEXT. ‘ @ Transfer Selected Clients into an Existing Group

() Transfer Selected Clients into a New Group

4. Search for the group you'd like to transfer the client to.

mom testr
foster testr

5. Highlight the group and click NEXT.

6. Click SAVE on the final Transfer From In State Program page to complete the transfer.

-ﬁ Client Services NET - 3.4.53 - Mashua WIC Clinic

File Services Client  Voucher Issuance eWIC Issuance Clinic Admin Utilities Reports Help

(1] ®
ﬂ (X Find Client | [2) Appointment Book | Momma Test Group | Transfer From In State Program

¥ou have selected 1 of 2 group members to be transferred to a new caregiver 'Test, Momma'

Press the Save button to complete the transfer,

mom testr
foster testr v

7. Benefits are not automatically switched to the new group account and will need to be reissued. If the new family does
not have an eWIC card, an eWIC card will need to be issued along with benefits.
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Transfer from an Out of State Program

A client or group is entered as an in-state transfer if they are transferring in from another New Hampshire Local Agency’s clinic.
If you are transferring a client from another state, use the Transfer from Out of State Program procedure.

W Client Check Issuance eWIC Issuance Clinic Admin Utilities Reports Helg

1. Services > Apply for WIC > Create a Apply for WIC... g Create a New Group
NCW Group. B Add New Client to an Existing Group
Race and Ethnicity
Reapply
Dual Participation r
2. Fill out the WIC application page. Click. SAVE.
\y'i Client Services .NET - 3.4.53 - Concord WIC Clinic - a X
File Services Client Voucher Issuance eWIC Issuance Clinic Admin Utilities Reports Help
& Find Client | & Appointment Book |App|v for WIC - Create a New Group
Client Information Initial Contact Date [06/22/2018 |
Client 1D | | Localin|| Medicaid £
Client Last Name ? First Name M
Date of Birth “b0/00/0000  [F] Female  Male
Application Information Application Date

Initial Client Category

Group Information  eWIC ID Not Assigned Clinic Concord WIC Clinic ]

Caregiver Last Name [ First Name | M1 | por %osao/0000 [
Alternate Last Name | | First Name M1 | poB ao/oo/oo00 [
Telephone[(__J - | Message Telephone Telephone Notes | ]
Cell Phone - Carrier -
Email | | Receive Appointment Reminders [_] Email [] Text (Phone)
Street Address | ] Mailing Address | ]
[ ] [ ]
City, State, Zip | ~] [ 2 City, State, Zip| -] L I
County | ] County | ]
sSpecial Needs | | [JMigrant [ Homeless
Primary Language | ~|  Interpreter | ~| [ print Letters in Spanish

Dual participation test needed to continue

Services | Client  Check Issuance  eWIC Issuance  Clinic Admin _ Utiities R

Apply for WIC... b Eh Jenkins Group | Florence Ni

Race and Ethnicity

Dual Participation

-
Income Eligibility
Proof of Residency and Identity
Rights & Responsibilities
WIC Presume Eligible Guide
WIC Certification
WIC Mid-Certification ent|  Schedule Appointment
. Anthropometric Measurements tus  Family - Card Not Issued
3. Services Menu >Transfer From... > Out of State. N . —
Health Interview me Needed
Risk Fact:
s Factors ity Needed
Nutrition Education 5
iy v

Nutrition Education - RD

lest Tested 06/15/2017

Referrals
T S— act Needed
Immurization Status gb Needed
BFPC Summary lon
== ey N/A
Transfer From... » In State/Program
Responsibilities  ~ N Out of State/Program
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4. Complete all needed and any optional items on Transfer Guide. [RBAS NOT switch over to the WIC
Anthropometrics and blood measurements should be listed on the client’s [ASSEHEAIEERCEIEER S IR

VOC (verification of cettification). will be prompted to enter income
and won’t be able to change

eligibility start and end dates.

5. 'The last item on the Transfer Guide is ‘Complete Transfer In From Out of State’.

Transfer from Out of State for test transfer.

You have started recording VOC information for test transfer.
To complete the certification, click on and complete each task labeled Meeded’ in the list below.

Race and Ethnicity Needed
v Dual Participation Test Completed 06/22/2018
Proof of Residency Needed
Proof of ID Needed
Health Interview Needed
Assess Risk Factors Needed

@Elete Transfer In From Out of State ) Needed

6. Enter the certification begin and end dates from the client’s VOC. The date of Last Income Determination will likely be
the same as the eligibility begin date.

Transfer From Out of State Program

Transfer In from Out of State

Client test transfer
Birth Date 02/01/1983 Estimated Due Date 09/01/2018

You must enter an Eligibility Begin Date. The Eligibility End Date will be derived.

Recorded Note Assigned Risk

06/22/2018 Maternal Smoking

Is the client physically present? @ Yes (O No If Not, Describe Reason |

WIC Category PG Eligibility Begin “03/22/2018 [&]  Eligibility End | 00/00/0000 priority [1 |
Date of Last Income Determination 03/22/2018 [i5] [[] Transferring Family is Migrant
Certified by Jessica Webb [ Save |
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Done

7. Click SAVE.

Transfer In from Out of State Complete

8. Issue the client 2 New Hampshire eWIC card and benefits.
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MANAGING APPOINTMENT SCHEDULE &
CLASSES
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Add an Appointment Book Column

| Clinic Admin | utilities  Reports  Help

Class Management E Inventory I Card Inventory Deti

Mo Show Management

Clinic Directory
1. Clinic Admin > Staff Calendar > Staff Directory |
. 5779300000010
Appointment Book Columns. B
Staff Calendar 3 Appointment Book Columns

Holidays and Special Events
Single User Breastpump Inventory Report

Weelkdy Template

2. To the right of the display, click ADD.

fﬂ Client Services .NET - 3.4.53 - Concord WIC Clinic - [m] *
File Services Client Voucher Issuance eWIC Issuance Clinic Admin Utilities Reports Help

(X Find client  [8) Appointment Book | Appointment Book Columns

Appointment Book Columns for Belknap-Merrimack Counties Comm Action Program (CAPBMCI)
Display Order Inactive Date

HA 11/01/2006

ren s4sns innne

3. At the bottom of the screen enter the description for the column as you would like it to appear in your appointment
book such as “FUN” or “Classes”.

Description  FUN
Inactive Date 00/00/0000 [33]

Display Order 4@

4.  Enter a number to specify the display order. This will be used to determine in what
order the columns display in the appointment book. It is recommended that you
leave 5 spaces between the numbers in the display in case you would like to enter
additional columns between your current columns at a later date. For example, you
may enter one column as display order 5 and the next with display order 10.

Appointment Book Columns for Belknap-Merrimack Cou
Description Display Order
Nutr 1 5
Nutr 2 10
Nutr 3 15
FUN 22
Dental 24
Class 26
Bstfdg 35
5. Click SAVE, (S 10
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6. Clinic Admin Menu > Staff Calendar> Weekly Template to add the staff person’s clinic schedule.

7. Select the clinic that you are creating the schedule for and the day of the week for which you are entering the schedule.

Weekly Template

Clinic |Concord WIC Clinic -

Weekday |Friday B ‘

8. Click Select.

9. Select the header you just added.

Weekly Template

Clinic |Concord WIC Clinic -

i

cConcord WIC Clinic - Friday
@ Make Available ) Block Out

Nutr 1 Nutr 2

10:00 AM Available

Available

Available

Available

11:00 AM Available

Available

Available

Available

12:00 PM ‘ Available
v

Save Cancel

10.  Click the boxes for the cotresponding times in the appointment book that will be available for appointments. You can
drag your mouse down to fill multiple boxes quickly.

11. Click SAVE.
M Utilities  Reports  Help ‘

12.  Repeat steps 7-10 for each clinic and day. e e Mm&w&

Mo Show Management
PRO TI P' Clinic Directory
' Staff Directory
If you make a mistake you can Staff Calendar v Appointment Book Columns
Q o 0 o Haolidays and Special Events
either individually block out the N ———— e rempite
times you made available that _ Fl Month
. Record Complaints 3
should not be available OR Manage Complsints , | Available Time

cancel and restart at Step 7.

13. Clinic Admin Menu > Staff Calendar > Fill Month.
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14.
15.
16.
17.

Select the clinic for which you need to fill the appointment book for.

Select the month for which you would like to fill appointment availability for.

Select what you need to fill the appointment book for. The line will be shaded when it is selected.

Click Fill Month From Weekly Templates.

Clinic |Concord WIC Clinic

Belknap-Merrimack Counties Comm Actic

Nutr 1

Clear All |

Belknap-Merrimack Counties Comm Actic

Nutr 2

Belknap-Merrimack Counties Comm Actic

Nutr 3

Belknap-Merrimack Counties Comm Actic

FUN

Belknap-Merrimack Counties Comm Actic
Belknap-Merrimack Counties Comm Actic
Belknap-Merrimack Counties Comm Actic
Belknap-Merrimack Counties Comm Actic

Belknap-Merrimack Counties Comm /

Dental
Class
Bstfdg
FUN
HA

11/01/2006

24 S S

-)

4 June 2018 »

Fill Month From Weekly
Templates

Clear the Month

18.  Repeat steps 14-17 for all clinics and months.
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Change the Heading on an Appointment Book
Column

These are the steps to follow if you need to change an appointment book column heading.

| Clinic Admin | Utilities  Reports  Help

Class Management ford tnventory | Card tnventory Det

1. Clinic Admin > Staff Calendar > Appointment Book o Show tanagement
COhlmnS. Clinic Directory
Staff Directory
85779300000010
Staff Calendar 3 Appointment Book Columns

Holidays and Special Events

Single User Breastpump Inventory Report Weekly Template

2. Select the row for the Appointment Book Column Description that you would like to change. When selected, the row
will be shaded.

Appointment Book Columns for Belknap-Merrimack Counties Comm Action Program (CAPBMCI)

Display Order Inactive Date
Nutr 1 5
MNutr 2 10

Description | Nutr 5
. [i ]
Inactive Date 00/00/0000

Display Order 10

3. At the bottom of the screen, in the Description box, change the name of
the column.

4. Click SAVE.

Appointment Book Columns for Belknap-Merrimack Counties Comm Action Program (CAPBMCI)

Display Order Inactive Date
Nutr 1 5
Nutr 5 10

PRO TIP:

You may need to close and reopen
the Appointment Book Columns
tab in order to see the change.
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Inactivate an Appointment Book Column

These are the steps to follow if you need to inactivate an appointment book column heading.

ClerkLeb

PRO TIP:

Nutr 5 is scheduled
for an appointment
on 08/27/2018.
Move the
ppointment(s) to
another
appointment book
column befi
inactivating.

Prior to completing this step, you should ensure that this

column category does not have any appointments
scheduled in the future. If the column has appointments,
you can move them to another column. See the section:

‘Change the Schedule’.

. a
Inactive Date  00/00/0000
F =

W Utilities  Reports Help

Class Management lnmntorvﬁ Card Inventory Deti

Mo Show Management

1. Clinic Admin > Staff Calendar > Appointment Book

CO].umnS. Clinic Directory
Staff Directory
85779300000010 |
Staff Calendar 3 Appointment Book Columns
Holidays and Special Events
Single User Breastpump Inventory Report Weekly Template

2. Select the row for the Appointment Book Column Description that you would like to inactivate. When selected, the row

will be shaded
Appointment Book Columns for Belknap-Merrimack Counties Comm Action Program (CAPBMCI)
Display Order Inactive Date
Nutr 1 5
Nutr 5 10

3. At the bottom of the screen, in Inactivate Date box, enter the date that the column should be inactivated.

4. Click SAVE.

PRO TIP:

You may need to close and

reopen the Appointment Book
Columns tab in order to see the
change.
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Change the Schedule on Specific Dates

You may need to make small changes to the schedule on specific PRO TIP:
days. If you need to update the schedule for Holidays or

Special Events go Clinic Admin > Staff Calendar >
Holidays and Special Events to add or edit.

[ Clinic Admin | Utilities  Reports  Help
Class Management

Mo Show Management

1. Clinic Admin > Staff Calendar > Available Time

Clinic Directory

2.  Select the day you want to make changes to. Staff Directory

Staff Calendar 3 Appointment Book Columns
Holidays and Special Events

Single User Breastpump Inventory Report Weekly Template

i Fill Month
3. In this screen, you can: T — , .
| Manage Complaints o Available Time

block out time slots.
clear a column for an entire day.
remove all availability for the clinic for the day.

switch an appointment from one column to another.

Available Time

Clinic Concord WIC Clinic - Su Mo Tu We Th Fr Sa

(@ Make Available ) Block Qut

Nutr 1 Nutr 2 Nutr 3 FUN Dental Class -

145 AM
06:00 AM
oday: 6/22/2018
115 AM
i30 AM 06/22/2018
|Friday | | Refresh |

145 AM

Clear Staff rclearml ‘

07:00 AM

115 AM

Move Appointments
to New Role

From
To

Move Appointments

130 AM
145 AM

08:00 AM

115 AM

130 AM

145 AM

09:00 AM

115 AM
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Change Your Clinic Schedule

You may need to modify your daily clinic schedule because you have expanded or decreased your service hours. This procedure
works well if you need to change your clinic schedule permanently for all future week days. If you need to modify only certain
dates, see ‘Change the Schedule on Specific Dates’.

Clinic Admin Utilities Reports. Help

Class Management

1. Clinic Admin > Staff Calendar > Weekly Template Ho Show Management
Clinic Directory
Staff Directory
.. . . Staff Calendar 3 Appointment Book Columns
2. Select the clinic that you are modifying the schedule for and elieye and Special Events
the day of the week for which you are entering the schedule. S LB Sy S Wieekly Template
Record Complaints » Liliriontt
3 Chck SClCCt Manage Complaints [ (ol TS

Weekly Template

<

Clinic |Concord WIC Clinic

Weekday|Monday - «

4. To add more time (closing later, opening hours during lunch), Click Make Available. Then click the boxes for the
corresponding times in the appointment book that the column will be available for appointments. You can drag your
mouse down to fill multiple boxes quickly.

Concop linic - Monday
® Make Available ) Block Qut
Nutr 1 Nutr 2 Nutr 3 FUN
145 AM Available Available _ _
09:00 AM Available Available _ _
115 AM Available Available _ _
130 AM Available Available _ _
145 AM Available Available _ _
10:00 AM Available Available _ _
115 AM Available Available _ _
130 AM Available Available _ _
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5. Repeat steps 5-6 for each column you need to change.
6. Click SAVE.

7. To delete available time, check the Block Out box. You can click on a single box or drag your mouse down to fill
multiple boxes quickly.

Weekly Template

Clinic |Concord WIC Clinic -
Weekday |I'~'1{:r1da':.|r - |

Concord WIC Clinic - Monday
1 Make Available @ Block Qut

Mutr 1 Mutr 2 Mutr 2 FUN De
145 AM Available Available
09:00 AM Available Available
115 AM Available Available
130 AM Available Available
145 AM Available Available
8. Click SAVE.

9. Repeat steps 2-9 for each clinic and day that you are changing,

Ciie A Ut Felp

Class Management

No Show Management

10. Clinic Admin > Staff Calendar > Fill Month.

Clinic Directory
Staff Directory
Staff Calendar v Appointment Book Columns
Holidays and Special Events
Single User Breastpump Inventory Report Weekly Template
11. Select the clinic for which you need to fill the Record Complaints i [l Mot

Available Time

appointment book for the staff. Manaqs Complaints :
12.Select the month for which you would like to fill appointment availability for the staff.

13.Select the column you need to fill the appointment book for or click Select All to update the schedule for all staff. The
line will be shaded when it is selected.

14..Select Fill Month From Weekly Templates.

15.Repeat steps 12-15 for all clinics and months that you are changing.
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Reschedule an Appointment

Follow the procedure below to reschedule a client’s appointment.

1. Open the client’s file and click on Next appointment on the Notices tab OR find the client on the Appointment Book

tab.
Mom13 THousehold13 WIC Active PP
10114644 Gender Female Cert. Period 02/28 Find Client | Appointment Book
DOB 10/12/1990, 27 Years Priority 6 HR
Notices .
Mami3 Appointment Book

Clinic |Concord WIC Clinic

MNutr 1

‘ Next Appointment 1t 08,/20/2018

MC 04:320 PM

eWIC Card Status |, Family - Card Active

Proof of Residency Complete
THousehold12, Mom13
2. In the Appointment Book, click on the day the client’s appointment || role nutr2  ~| Open Group Delete |
was scheduled. Time Duration minutes
@Client Child13a THousehold Category € | |7
3. Locate the client in the schedule and click on the client’s name. Type vc [@imm [JdyCc
[JRes [1s MDD
Outcome = " [ piet []SpAauth
4. On the right side of the screen, in the outcome field, enter Client [ “behold 13 Category €
) > Complete
Rescheduled for each client in the family group that had an Type | Interrupted E:’:s E o Eig ve
. NoShow
appointment. Outcome | @ fused [ piet [ Sp Auth
W Rescheduled Gehold13 Category I
. [¢ne ¥ I/c I 1d I/C
5. Click SAVE. Type <no Lye Limm [
Scheduler
4 August2018 P 08/20/2018 [i]
Su Mo Tu We Th Fr sa | |Monday |[_Refresh |
2% 30 31 1 2 3 4
5 & 7 & 9 10 11 Find Mext Available
6. Choose the caregiver’s name under Select an open group, then Es R ) 09 6D i i Appointment Slot
¢ 1% 20 21 22 2 24 25
schedule the appointment. 26 27 28 23 30 31 1 View Next Appointment
2 3 4 3 &6 7 -
Make New Schedule
Today: 6/22/2018 Appt. Class
Select an open group
|'I1-Iouseh0|d13, Mom13 -
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Setup a Class

You will need to set up classes prior to scheduling clients for classes. There are two steps to creating a class; first the class name
must be created and then the class details such as the date and instructor are entered.

1. The first step is to determine if the class name is in the system. Clinic |.Clinic Admin | Utilities  Reports  Help

Admin > Class Management. Class Management

Mo Show Management

Class Name

Breastfeeding - The How to's

Breastfeeding Benefits 2. Click the dropdown arrow in the box next to the Class Name field to

Date of Class | Sreastieeding Support Group | determine if the class name is already in the system. If you already have the class

. |Family Fun 1 1

Clinic | FRmlY T eable Party name in the system, skip to step 8.
Get Physical

Happv Healthy Kids

Location

3. If the class name is not in the system, close the Find Class tab.

Utilities | Reports  Help
4. Utlities > Class Name. Announcements

Appointment Type

Class Name

Handout

Click Add on the right side of the screen.

Class Name Children Activity Group Ages 2-5

Enter the class name on the bottom of the screen. Inactive Date 00/00/0000

5.

6.

7. Click SAVE.
8. Go back to Clinic Admin > Class Management.

9. Click the Add button.

10. Click the dropdown arrow in the box next to the Class Name field and select the class name.
11. Enter the date the class will take place.

12. Enter the start and end times for the class.

13. Select the instructor from the drop down if the staff person works at your local agency or enter the name of the staff
person if it is an outside person.

14. Enter the class location if desired.
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15. Select the cortrect clinic from the dropdown.
16. Enter the maximum number of attendees that can be schedule for the class in the Max Attendance box.
17. Click the checkboxes for the appropriate category of clients for the class.

18. Click SAVE.

&3 Client Services .MET - 3.4.53 - Concord WIC Clinic - O X
File  Services Client  Voucher Issuance eWIC Issuance Clinic Admin Utiliies  Reports Help

ﬂ Find Client | Appointment Book | Mom13 THousehold12 Groupﬁ Find Classﬁ Class Nameﬁ Class Management_

Class Management: [ Class Detail H’Attendarce

Currently Viewing: Class Details

Class Detail

Class Name |Chi|dren Activity Group Ages 2-5 - _
Class Date 09/01/2018 [i5]
Start Time |10:00 AM End Time |[11:00 AM ~

Instructor

Agency Instructor |Webb, Jessica - | g Qutside Instructor

Location

Class Location | |

Clinic |Concord WIC Clinic “] -

Attendance

Max Attendance 10 - Target Audience [ | PG [ BF []PP [JC []I

- [ save |[ Delete ][ cancel |
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Schedule a Participant for a Class

Scheduling clients for classes works a little differently than scheduling a regular appointment with a staff person. Note that a
class must be set up prior to scheduling clients for a class.

1.

2.

4.

Open the client’s file. :
;ﬁﬁlces
1 1 1 Jane John
Click on Schedule Appointment on the Notices tab S08 05/02/1958 o8 11/05/2016
WIC Category PG WIC Category I

Elig. End 10/31/2017  Elig. End 12/31/2017

Next A‘ Schedule Appointment Schedule Appointment

On the right side of the screen, use the Select an open group to choose the client/group.

Click on the Schedule Class button in the upper right portion of the screen.

4 June, 2017 > 06/26/2017 [i5]

Su Mo Tu We Th Fr Sa Monday

28 29 30 31 1 2 3

4 5 & 7 8 9§ 10 ‘ Find Next Available

11 12 12 14 15 16 17 Appointment Slot

18 19 20 21 22 24

25 26 27 28 29 20 1 [ View Next Appeointment I
2 ¥ 4 5 6 7 B

Make Mew Schedule l
Today: 6/23/2017 Appt. Class
Select an open group
[Doe, Jane v]

The available classes will display on the right side of the screen under Select a
Class.

Click the radio button next to Schedule for the class you would like to schedule
the client for.

A new box will appear displaying the clients in the family. Check the boxes next
to the clients that you would like to schedule for the class.

Click SAVE.

(

(

06/26/2017

Monday

Class

Cancel l

Select an open group
Doe, Jane

Select a Class
Date 06/24/2017, Sat. 09:00 AM
Introducing Foods

P

Select Family Group Members Attending

Jane Doe PG 10/31/2017
% 1 12/31/2

Save
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Manage Classes

Once you have added a class and have scheduled clients for your class, you can view who is registered and document who did
and did not attend using class management.

1.
2.

Clinic Admin Menu > Class Management.

Enter any information you have about the class to help you find it or just click Find

to show all classes.

Clinic Admin | Utilities  Reports

Help

Class Management

Mo Show Management

Highlight the class that you would like to work with and either click retrieve or double click on the class.

Class Name |Introducing Foods
Location
Date of Class 00/00/0000 [i)

Clinil:'_

Introducing Foods

06/24/2017  9:00 AM

At the top of the screen, click the attendance button. You will see a list of clients registered for the class.

When you complete certain actions for clients on the day of the class, the system will automatically mark clients as
Attended. Examples of actions that mark a client as attended include but are not limited to documenting nutrition
education, referrals, income, risks, measures, bloodwork and loading benefits on an eWIC card.

You can manually change whether or not
the client attended the class by clicking the
drop down arrow next to Attended or Not
Attended and selecting the correct status.
Remember that if you make a change to a
client’s record later the same day, the client
will be changed to Attended.

Click SAVE to save any changes you made.

Currently Viewing:

Class Mame Introducing Foods
Class Location
Max Attendance |10

Doe, Jane

Doe, Jane
Gibson, Tina
Gibson, Tina
Grounds, Arietta

Grounds, Arietta

Doe, Jane

Doe, John
Gibson, Gerard
Gibson, Tina
Buelna, Kalena M

Buelna, Valak

Class Date 06/24/2017
Class Start Time |09:00  |AM

Registered Caregivers 4

Not Attended

Attended

Attended
Not Attended

Not Attended

Mot Attended
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BREASTPUMPS
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Issue a Breastpump

The Issue Breastpump menu item is available for all women; however a pump
can only be issued to a breastfeeding woman. You are allowed to issue more
than one pump to a client. For example, you may enter a multi-user pump
and then once it is returned you may enter a single user pump.

Client Check Issuance eWIC Issuance Clinic Ad

Notices
Demographics
Reminders

Flowsheet

Create New Group
Switch Group

Change Location

Correct Anthrepometric Measurements
Correct Blood Measurements

Change Birth Date

Change Due Date

Change Pregnancy End Date

Record End of Pregnancy

Record New Pregnancy

Change Delivered Category

Survey
Terminate WIC Client
Suspend WIC Client
Cancel WIC Suspension

Reinstate WIC Client

»
< Issue Breastpump >

PRO TIP:
Prior to issuing a breastpump, staff should
ensure that the appropriate type of pump is

issued and that the client is provided
appropriate education as required by
policies and procedures.

1. Open the breastfeeding woman’s file
2. Client > Issue Breastpump link.
3. Click on the Add button to the right of the screen.

4. Select the type of pump that you are issuing. Be sure to issue the appropriate type of
pump for the situation.

5. If you are issuing a Single User or Manual Breastpump, skip to #8. If you are issuing a
Multi-User pump, select the pump number from the drop down list in the Select Breastpump
field.

6. Select the Return by date.

7. Enter the frequency with which inspection should be required from the drop down in the

Inspection Required Every box.

8. Ieave the Date Returned blank at this point.

9. Enter the Reason Provided.

more detail on why you

are issuing the pump.

11. Click SAVE.

10 N V’]dln 4 Chiem Servces MET - 3.453 - Mashus Wik Clmsc - o =
° Enter a Ote pro g file Services Chent Voucher Isssance  eWIC lssoance  Chnic Admin  Umiities  Reports  Melp
mq—njawm | Momma Test Grougp
Group Members Momema Test WIC Active OF
ek 10932075 Garder Female Cert. Prviod 0608/ 3018 1o 0630/ 2019 Ewlivnry Date 06/08/ 2018
e OB 06/01/ 1988, 30 Years Priorty 1 HA
s Issue Breastpump & Notices
] Hide tractive Clients Memma | Mamma.
|Add New Gronp Hember |
(Quécict Infcs for | D it Ty rertal Number  Date Retured  Sigrature Typ ()
ittt pTrpe 3 e s =
Mstices | [oeete ]
|hotes |
|Demegraphics |
[Refermals lssued 06/ 22/ 2018 01:41 PM by Jessica Webb ot Nashua WIC Clinic
|Fughts & Resprasesities
|anthro Meas Select the type of Breastpump to lssue: Select Breastpump 1027451
[Siod slan ® Multi-User Blectric  Avallabla Return by 08/08/2019 [
[eaith Tenerview Pl z )
ik Facters Single User Blactrc  Wox dvallable Inspection Required Every (3 months
Wt rition Education Hanual Awvailable Date Returned 00/00/0000 ()
o ® Doubée Pumping Kttt Aailabie
|ssipn Food Package
Issue Derafits
ey cient @ Reason mwm‘:\wm
|Festory-Tecumncas. Hate
Hestory Nutnbien Educaton
Voucher Pickup
|Sign for Vouchers e Cancel
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Please fill in the following fields to populate the Breastpump User
Agreement:

12.1n the pop-up, add the additional contact information. ;?dditif’”a' dlient work or cell phone numbers

Email Address
13.Click OK. P

E[]ielati\.re;’Fr'iend name and phone number

Cancel

14. Once the Agreement opens for the electronic signature, click Capture Signature.
15. Have the client sign the signature pad.

16.Click SAVE.

m

BREASTFEEDING EQUIPMENT USER’'S AGREEMENT

I understand that | am being provided with a Multi-User Electric, 1120678 because:
Baby has inadequate suck, Baby bomn premature and has inadequate suck. Mom wants to exclusively nurse. .

The proper use and cleaning of the above breastpump has been explained to me and | fully understand the instructions.
The proper usage and storage of pumped breastmilk has also been explained to me and | have been given written
guidelines to follow. WIC staff has shown me how to set up and clean the pump.

| understand and agree that this service is provided by Hopi WIC Main to promote and support breastfeeding and that this
WIC agency is not a dealer in this type of product.

I understand this local WIC Clinic will be contacting me on a regular basis regarding use of this pump. | understand it is
my responsibility to return clinic phone calls and update the clinic regarding the use of this pump. If regular phone contact
is not maintained, the agency may request the pump be returned. Failure to return the pump within 60 days of a return
request may result in recovery of costs.

If | have received a multi-user electric breastpump, | understand that | must return the pump in clean and good condition
and undamaged to the WIC clinic by the agreed to Retun By Date of, 07/21/2017 or within 7 working days after | am
notified that | must return the pump. | shall return the multi-user electric pump when one of the following conditions is met.

There is no continued need forthe pump as determined by myself ora staff member.
| stop breastfeeding my baby.

| stop participating in the Hopi WIC Main WIC Program.

The WIC agency requests that | return the pump.

My certification as a WIC breastfeeding client is terminated. <

. (
ual Signature [ Print Unsigned Copy H Capture Signature p
‘ [ save ][ cancel |

7N e L RO
i e ]

17.'The system will print the signed Agreement. ‘The printed Agreement should be provided to the client.
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Document Follow-up on a Breastpump

Once a pump is issued, staff should follow-up with the client on the pump to ensure that the client is not having any problems
and to answer any questions that the client should be asked.

1. Open the breastfeeding woman’s file.

Check Issuance  eWIC Issuance  Clinic Ad|

2. Client > Issue Breastpump link.

Motices
Demographics
Reminders

Flowsheet

Create New Group

Switch Group

Change Location

Correct Anthropometric Measurements
Correct Blood Measurements

Change Birth Date

Change Due Date . .
Crange Pregnancy End Datz . Click on the pump that you are following up on.
Record End of Pregnancy
Record New Pregnancy

Change Delivered Category

. Click the Add button in the lower right side of the screen.

Survey

Terminate WIC Client . . . .
Suspend WIC Client . Add a note describing the follow-up you provided to the client.
Cancel WIC Suspension

Reinstate WIC Client

SN ot B W

. Click SAVE.

VOC Card... 3

Issue Breastpump

# Client Services NET - 3.4.53 - Nashua WIC Clinic - o X
Filt  Services  Cleet  Voucher ssuance  eWIC lssuance  Chinic Admin  UtAties  Reports  Help
& Find client {smm ] Momma Test Group
(Group Members Momma Test WIC Active OF
Tet 10932075 Gender Female et Pericd (4,08 3018 1o 06/30/ 3019 Debvery Date 0608/ 3018
— DO BA/01/ 1968, 30 Years Priarity 1 Hit
st Tevwe Bressipump NI
|1 Hedn Inmctien Climnts Wi Mos

{add biew Group Member

|Quick Links far

Momma Test

Motces

(Notes

[Demeograghics

Change Catsgery

(Referrals | Tssued 0622/ 2018 01:41 P by Jessica Webb ot Nashua WIC Clinic |

(Raghits & Responsdslites

(At Heas | Gelext the type of Breastpump bo issue: Select Breastpump 1027451 |

[Wcxed Miadet « Multi-User Clectric Return by | 06/08/2019 |

Health trilervies

sk Factors Singha Usar Bectric Inspection Required Every 3 months

Nutrtion Educatien Manual Date Returmed 00/00/0000  [13] ‘
|

| 06232018 01:41 PM  Multi-User Electric 1027451 Manual Wiew Slgnature |

[Flowsheet Bouble Pumping Kit
\Assign Food Package

(15sue Benefits
[History-Client Goals
[History-Tssuances. Note test

Farfeoiuchun [ Fattow tp Hotes i
Mote | miom has been pumping at wark]

Diatn (6 72/ 018 01144 P by Jausbcn Wabh ot Nashas WIC Clinic

| Reason Provided Wark

PRO TIP:

You may add multiple follow-up events
for the same pump.
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Return of a Multi-User Breastpump

When a client returns a Multi-User Breastpump, it must be documented in the system so the system can make it available for
issuance to another client.

1. Open the breastfeeding woman’s file.

Client Check Issuance eWIC Issuance Clinic Ad|

Notices
Demographics
Reminders

Flowsheet

2. Client > TIssue Breastpump link.

Change Location
Correct Anthropometric Measurements

Correct Blood Measurements.

Survey
Terminate WIC Client

Suspend WIC Client

VOC Card »

3. Click on the pump that is being returned.

Issue Breastpump

4. Enter the Date Returned on the right side of the screen.

Add
|
< 06/22/2018 01:41 PM  Multi-User Electric 1027451 Manual View Signature
T —

Issued 06/22/2018 01:41 PM by Jessica Webb at Nashua WIC Clinic

Select the type of Breastpump to issue: Select Breastpump 1027451
« Multi-User Electric Return by 06/08/2019
Single User Electric - Inspection Required Every 3 months
Manual Date Returned 00/00/0000

Double Pumping Kit

5. Select SAVE.

6. The pump should now be returned to your inventory. (Clinic Admin > Inventory > Equipment Inventory)
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CHANGE CLIENT INFORMATION
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Change Date of Birth

Occasionally you may make a mistake or notice a mistake in the client’s date of birth. This can be corrected easily.

1. Close all tabs for the client except the Notices tab.

Client Check Issuance eWIC Issuance Clinic Ag

2. Client Menu < Change Birthdate.

MNotices
Demographics
Reminders

Flowsheet

Create New Group

Switch Group

Change Location

Correct Anthropometric Measurements

Correct Blood Measurements

Change Birth Date

3. Enter the new birthdate.

4. Enter the reason the birthdate is being changed.

Current Birth Date 05/06/1992
New Birth Date "00/00/0000 [53]

SEHEDH for Change of Birth Date

5. Select SAVE.
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Change the Pregnancy End Date or Due Date

Occasionally you may make a mistake entering the client’s due date or pregnancy end date or the due date may be changed due
to an ultrasound or examination by the health care provider. This can be changed easily.

Client Check Issuance eWIC Issuance
1. Close all tabs for the client except the Notices tab. s
Demographics
. . Reminders
2. Client Menu < Change Due Date or Change Pregnancy End Date as applicable. R
3. Enter the new due date or pregnancy end date. e Sroum
Change Location
4. Enter the reason the due date or pregnancy end date is being changed. Correct Antiepometric Heasurements
Correct Blood Measurements
Change Birth Date
5. Click Recalculate Eligibility Dates. Change Due Date
6. Select SAVE.

Enter a New Due Date. Eligibility dates will be automatically calculated.
Please enter narrative to explain the reason for the change.

Current Due Date 09/13/2017 @Date 09/25/2017

Original Due Date | 09/13/2017
WIC Eligibility Begin Date| 05/25/2017 Confirm BESS | 05/25/2017 Reclculste
Eligibility
WIC Eligibility End Date | 10/31/2017 . i X . - 11/30/2017 Dates
The new estimated due date will result in an adjusted eligibility end date.
Reason for Change

Ultrasound showed she wasn't quite as far along

-
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Change a Client from PG to BF or PP

Once a client delivers her baby, she must be changed from pregnant to breastfeeding or [l cedimmne e
postpartum. To do this you need to record the end of her pregnancy. -

Demographics

Reminders

1. Close all tabs for the client except the Notices tab. HMI

Switch Group

2. Client Menu > Record End of Pregnancy. cronoe o

Correct Anthropometric Measurements
Correct Blood Measurements

Change Birth Date

3. Select the appropriate category (BF or PP) and complete the information regarding the oo e e
pregnancy. Change Pregnancy End Date

Record End of Pregnancy

4. 1f you have already entered the infant into the system (created a record for the client and you can see it under group
members) do not add the information here or you will create a duplicate record. You click the Delete button to delete
this section.

5. If you have not entered the infant into the system, you can enter the infant’s information on the right side of the screen.

6. Click SAVE.

Enter Information About the Ei ‘egnancy If infant(s) resulting from the pregnancy will be enrolled in WIC, enter the infant’s demographic information below. Click the Add button

. for multiple births.
Post-Delivery Category [PP_ =
Delete

Estimated Due Date |07/01/2017
Pregnancy End Date 06/23/2017 [53] Sitenl: 2 ' EaElo 23 20 1
# of Infants This Delivery 1 BerierFemelfd - VR

Delivery Method @ Vaginal ©) C-Section Last Name Jones

First Prenatal Visit Date 00/00/0000 [5] First Name Lisa MI

Month Prenatal Care Began |Second month -

Average Number of Vitamins per Week in the Month Before g
Pregnancy

Gestational Age 38

Birth Length 19 in 4 sths Weight 8 Ibs 2 oz

# of Previous Pregnancies 1
Last Pregnancy End Date 08/01/2010 E

tofant 1 Bora e ) ~
‘

7. You are now ready to certify the client using the WIC Certification Guide.
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Change a Client from BF or PP to PG

Occasionally a client who is still breastfeeding or postpartum becomes pregnant. You can change the client to the category of PG
by completing the following procedure:

Client Check Issuance eWIC Issuance

MNotices

Demographics 1. Close all tabs for the client except the Notices tab.
Reminders

Flowsheet 2. Client > Record New Pregnancy.

Create New Group
Switch Group
Change Location
Correct Anthropometric Measurements 3. Enter the pregnancy information.
Correct Blood Measurements

Change Birth Date

4. Select SAVE.

Record New Pregnancy

Enter information about the new pregnancy.

Estimated Due Date Soo/00/0000 [
First Prenatal Visit Date 00/00/0000 [5d]
Month Prenatal Care Began :]
Pregnant with Multiples © Yes ©) No

Average Number of Vitamins per Week in the Month Before Pregnancy

# of Previous Pregnancies
Last Pregnancy End Date 00/00/0000

5. You are now ready to certify the client using the WIC Certification Guide.
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Change a Client from BF to PP or PP to BF

Clients will need to have their category changed from breastfeeding to postpartum if they stop breastfeeding. Sometimes a client
has a category of PP and then needs to be changed to breastfeeding. This often happens when the baby is in his/her second
month and is partially breastfeeding.

Client | Check Issuance  eWIC Issuance

Notices

Demographics

Reminders 1. Close all tabs for the client except the Notices tab.
Flowsheet
Create New Group 2. Client > Change Delivered Category.

Switch Group

Change Location

Correct Anthropometric Measurements
Correct Blood Measurements

Change Birth Date

Change Pregnancy End Date

Record New Pregnancy

Change Delivered Category

On the bottom of the screen, the new certification
box will be automatically entered as either BF or PP,
depending on their previous status.

Click SAVE. The category will now be updated.

If the client is switching from BF to PP and the
delivery date is more than six months in the past, a
link that says Go to Terminate WIC Client will

Category BF Eligibility Begin 07/01/2016 Eligibility End 06/30/2018 Priority |1
Pregnancy End Date 06/22/2017

07/01/2016 Overweight <6 mos postpartum
07/01/2016 Diabetes Mellitus

07/01/2016 Hypertension or Prehypertension
07/01/2016

aternal Weight Gain
cent Surgery - C-Section

|Active category will be changed to PP. Please confirm new priority and eligibility dates, then click the|

WIC Category PP Eligibility Begin 07/01/2016 Eligibility End 12/31/2017 Priority | 3

appear. Click the link and select the reason non-breastfeeding mother, six months or more after delivery.

Click SAVE.

Pregnancy End Date 07/01/2016

07/01/2016 Diabetes Mellitus

Category | BF Eligibility Begin 07/01/2016 Eligibility End 07/31/2017 Priority | 1

07/01/2016 Overweight <6 mos postpartum

07/01/2016 Hypertension or Prehypertension
07/01/2016 High Maternal Weight Gain
07/01/2016 Recent Surgery - C-Section

The client is not eligible as PP because at least 6 months have passed since delivery.

‘ Go to Terminate WIC Client
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MISCELLANEOUS
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Document a Foster Child

Since the income for foster children is calculated separately than the income for other family members, a child’s status as a foster
child must be documented in the system. Foster children also receive a separate eWIC card. Be sure to issue a separate card for
the foster child even if the family already has a card. Reminder/Note: do not include the Foster child in the fosteting family
household number when determining their income eligibility.

1. When in a client record, click on the Demographics Quick Link on the left side of the screen.
2. Click the Foster Child checkbox in the Client Information Section.

3. Click SAVE.

&} Client Services JNET - 3.4.53 - Nashua WIC Clinic - O X
File Services Client  Voucher Issuance eWIC Issuance Clinic Admin Utiliies Reports Help
Bt o s s e e e oo S
Group Members Foster Child KHousehold60 WIC Active C
_ 10941145 Gender Male Cert. Pericd 06/19/2018 to 06/30/2019
Foster Child KHousehold60 02 /41 15016, 2 Years 3 Months Priority 3 HR
‘ Demographics ® Notices
[] Hide Inactive Clients Foster Child Foster Child
Add New Group Member
Client Information Initial Contact Date |06/19/2018
Quick Links for . .
Foster Child Client 1D Local ID l:l Medicaid #
KHouseholdeO ) .
Client Last Name KHouseholdso First Name Foster Child
Motices .
Notes Date of Birth | 03/01/2016 2 Years 3 Months ) Female (@) Male Foster Child 1C ID | 109469
Demaographics Race and Ethnicity Complete Mo Information About Mother
Mid-Certification
Referrals Group Information Clinic Milford WIC Clinic @ Bridge C ity Church
Rights & Re: ibiliti . . mernraos 1
A:th " gt Caregiver Last Name |Test 10 | First Name |Foster Mom |Mi| | poe 0s/10/19s0
ro Meas
Blood Meas Alternate Last Name | | First Name | M1 DOB 00/00/0000 [
Immunizations
Health Interview Telephene |{555) 555-555. Message Telephone Telephone Notes| |
Risk Factors Cell Phone |{ - | carrier| ~]
Hutrition Education Email | | Receive Appointment Reminders [_] Email [] Text (Phene)
Flowsheet
Assign Food Package Street Address 55 Main Street | Mailing Address | |
Issue Benefits ‘ | | ‘
History-Client Goals
e — City, State, Zip [Milford ~ | INH | 03055~ | | City, State, Zip | 0 B |
History-Nutrition Education County Hillsborough | County | |
Voucher Pickup
Sign for Vouchers. Special Needs | | [ImMigrant [ ] Homeless |
primary Lengusge| | mereter| < []print Lettersn Spanish
C

4. Only the foster child will be checked on the income screen.

Test Family Member Program Status

Foster Child KHouseholds0 WIC  Active Yes
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Reset Your Password

You should reset your password the first time you use StarLINC and any time after that when you feel your password may have
been compromised. If you have forgotten your password, contact the Help Desk. To reset your password, complete the
following steps:

1. Login to Client Services using your current user name and password.

2. Click Change Password on the Dashboard.

¥} COuest-wic Application Suite Dashboard MET - 3.1.21 - [m] X
Change Password og Off Help
New ey
Hampshire Children

June 22, 2018.

GROW HEALTHYI DHHS - State Office
/7 April 09, 2018

Have you seen the NH eWIC card?!
/7 July 31, 2017
Like us on Facebook and Pinterest!

. Enter your current password.
. Enter the new password.

. Re-enter the new password to confirm.

SN ot B~ W

. Click Change Password.

) Change Password (S

Enter your current passwaord then select a new password.,

User Name | NicoDO1

Password
4]
Mew Password

Confirm Password B

Passwords must be at least eight {8) characters
long and contain each of the following:

- a caprtal letter

- a lower-caze |etter

- a number

- a special character (excluding 7 ; =)
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Handling Client Record Issues

In order to preserve client data and ensure that we have appropriate documentation of the services provided, the following
procedures must be followed in handling client records.

Client Record Problems & Solutions

Problem Correct Solution Incorrect Solution

Child or children in family
have a new caregiver
(such as DCYF issue)

e Use the Switch Family option or Create
New Group to move the child or
children out of the mother’s family.

e Do not place xx’s or zz’s in mother’s name.
® Do not leave mother in the group.
¢ Do not move the mother to another group

The mother will remain in her own
family.

e Move only those children that the
mother no longer has custody of out of

the group.

with the children.

Do not change the mother’s (current
caregiver) name to the new caregiver’s
name.

Child is over 5 years old

e Be patient and wait for archiving to take
care of removing the child.

Do not move the clients to a “graduates”
group.

Client is deceased

e Terminate the client for the reason
“deceased”.

o Write “Deceased” before the client’s
first name if desired.

o If the deceased client is the mother and
another caregiver takes over care of the
clients, you should move the children to
a new group.

Do not ZZ or XX the client name.
Do not move the client to a “deceased”
group.

Duplicate record is
created (prevention)

e Be sure to check if the client has a
record even if he/she says they have
never been on WIC. If you can’t find
the record using the name- try using the
date of birth as sometimes names
change or are misspelled.

e If the client you added comes up as a
potential dual participant, select the
Transfer Client In option if this is the
correct client. Do not transfer the
client in if it is not the correct client.

e If you have already added a record for
the infant, delete the new infant record
that is automatically added on the right
side of the Record End of Pregnancy
screen.

Do not select “not a dual participant” on
the dual participation screen if the client
that comes up at another agency is the client
record you need. This will create a
duplicate record.

Duplicate record is
created (Oops- it
happened)

e If a dual record is created and you
discover this before you certify the
client and/or issue checks- use the
record that has already been in use.

e Write “duplicate” before the client’s
first name in the duplicate record if
desired.

¢ Do not move the client to a new group or

“duplicates” group.

e Do not ZZ or XX the client name.

Group/Foster home with
a lot of children (>10)

e Create two (or more) files for the same
person and place children into either of
the two groups.

¢ Do not move the client to a new group or

“duplicates” group.
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