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Reference Guide

Issuing EBT Benefits - Setting up an EBT Account
for a Household

_IIII

Scenario Set-up: You want to issue benefits to a Household. However, before you can issue benefits, you will
need to complete several tasks to prepare the Household for benefit issuance. In an EBT environment, you must
record and transmit specific Household information to an independent EBT system before the benefit issuance
process can occur. The tasks you will complete are necessary in order for an EBT account to be setup in the
EBT system. You will use the EBT Household Demographics screen to complete a majority of these tasks.

Once an EBT account is established for a Household, you may simply issue EBT benefits each time thereafter.
(For more detail, see the Issuing EBT Benefits — EBT Account Has Already Been Established scenario or press
the F1 key to display system help.)

It is recommended that the process explained in this scenario be used on active (already certified) WIC
participants only. For WIC applicants (clients needing certified), it is best to start the Certification process first
and then complete these tasks using the EBT Household Demographics script option from within the
Certification Guided Script. (For more detail, see the Certifying Applicants and Issuing Benefits scenario or
press the F1 key to display system help.)

The process includes the following system tasks:

¢ Documenting or reviewing the Household’s Mailing Address and Telephone 1 information using the
Demographics screen from within the Participant Folder

e Documenting or reviewing the Household’s Authorized Representative, Alternate Authorized
Representative, and Proxy information using the Demographics Additional Info 2 screen from within
the Participant Folder

e  Updating the Authorized Representative data and establishing the Primary Card Holder using the Benefit
Management menu

e  Assigning EBT cards to the Household using the Benefit Management menu

e  Transmitting Household information to the EBT system

NOTE: Once an EBT account is setup for a Household, the account is established in the EBT
system. Itis not necessary to setup a ‘new’ account every time you are interested in issuing EBT
benefits to a Household.

NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.
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Complete the Following Steps to Setup an EBT Account for a Household:

STEP 1: DOCUMENT OR REVIEW THE HOUSEHOLD’S MAILING ADDRESS AND TELEPHONE 1
INFORMATION

a.  Search for the client’s record and open the client’s Participant Folder. (For more detail, see the
Searching for a Client scenario or press the F1 key to display system help.)

- 34 Year(s) - WIC ID:0aas Household Dz sssss

Fle Parbopant Activities Check Management Dooument Imagng  Help
7 y = =N =
PR PrORBED
Nutrition Education Referrals Income History Checks History Appoinments
HT/AWT/Blood Food Prescnpbon Risk Faclors VERA
" " i 5 ; =]
Last First MI[ ] BirhDatc 3201972 w| Gender 3
Address | | wC Category [ PREGNANT | el
z
Courtly | ALFALFA, ~ City ALINE v ] | b
— - . z
Seate |OK | ZIP | 65555-0000 | Email [Cupy Eam;ra;hr.sl ’%c::?lhwl %
L= %
g
Address =
Same 8 -
Residence City [ALINE Seste | O | ZIP | 555550000 | =
g
&
[[] Homeless 1D Froaf - 5
Diate Verified | Fixed Mighttime Location 3 &
Residency Proc w
. Fhvpsically Present
Telephane 1 L - - | Commern L | £ Yz € Ha Reason Mot Present
Telephane 2 .. | Commen: | =
Maiden Hame =
Last | | First ) | e
™ Living with Foster Farent(s)
Clinic Assigned | ARDMORE WIS CLINIC w Staff Member w
6/28/2006 515 FM

Participant Folder Screen
b. Complete or update the mailing address information for the Household within the Mail group box.

= |, NOTE: The Mailing Address (not the physical address) of the Household will be communicated
to the EBT system in a later step. Therefore, it is important to update this information before
setting up the EBT account.

c.  Complete or update the Telephone 1 information for the Household.

= |, NOTE: The Telephone 1 information of the Household will be communicated to the EBT
system in a later step. Therefore, it is important to update this information before setting up the
EBT account.
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STEP 2: DOCUMENT OR REVIEW THE HOUSEHOLD’S REPRESENTATIVE DATA

a.

Additional Info 2 tab displays.

Select the Additional Info 2 sub-tab, located on the right side of the Demographics tab. The

TIMOTHY LIGHTHOUSE - 2 Year(s) & Months 2% Days - WIC ID:00771345 Household 1D:00011158

Barticipant Activities  Benefit Management  Document Imaging  Help
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PR ¥ eI
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| Health Information ||
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Referrals |

Incoms History | Benefits History | Appointrsnts

Demographics | Immunization

| HTAWT/Blood |

Food Prescription | Risk Factars || VENA

Househald Language(s)
[ Meed Intsrprater

Correspondence Preference

Authorized Representative Additional Information
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Last ‘
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=]
o
E
z
2
g
Register To Vate A
g
i
Authorized Aepresentative Name 5
| Fst | | ] L
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First Ml H
o | u ] |
. o
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| Fist | | ]
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WIC Pricity & Wailing List Begin Date /&

202242010 7:31 &AM

Additional Info 2 Screen

b. Complete or update the Authorized Representative Name, Alternate Representative /Proxy 1
Name, and the Alternate Representative/Proxy 2 Name group box options.

TIMOTHY LIGHTHOUSE - 2 Year(s) & Months 29 Days - WIC ID:00771345 Household ID:00011158
File  Participant Activities
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Additional Info 2 Screen
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NOTE: The names entered in the Authorized Representative Name, Alternate

Representative /Proxy 1 Name, and the Alternate Representative /Proxy 2 Name group box
options will display on the EBT Household Demographics screen (which is used to setup the

EBT account and to issue EBT cards). However, in cases where the Household has multiple

members each listing the same representative data, the system will list each representative’s name
only once. For example, assume a Household consists of 2 children and you enter the name Sara
Gentry as the Authorized Representative Name for both records. The system will display Sara
Gentry’s name only once on the EBT Household Demographics scteen. The system compates
the first name, last name, and middle initial of all 3 representatives in each member’s record and

omits displaying duplicate names.

NOTE: Complete STEP 1 and STEP 2 for each member in the selected Household, then
proceed to STEP 3.

STEP 3: UPDATE THE AUTHORIZED REPRESENTATIVE DATA AND ESTABLISH THE PRIMARY
CARD HOLDER

On the Benefit Management menu, located on the menu bar at the top of the Participant Folder, click
EBT Household Demographics to setup the EBT account. The EBT Household Demographics
screen displays.

EBT Household Demographics

Household T 00011158

Phone # 555555555

Address 88 MAIN STREET

City ADA.OK Zip 748200000
Clinic 01-ADAWICCLINIC

Primary Card Holder

[ Set Az Primary ] [ Aszsign Card
EET Househald Members
StateWIC D Name Diate of Birth Phaone # Card Humber
00771345 TIMOTHY LIGETHOUSE 05/24/2007 (555)555-5555

Avthonized Fep VICTORIAT LIGHTHOUSE
Authorized Rep SAMUEL N LIGHTHOTUSE
Authorized Rep RUTH A YOUNG

Status: EBT update needed Send EBT Data I [ Exit

EBT Household Demogtaphics Screen

NOTE: If you added or updated information on the Demographics screen or the Additional

Info 2 sub-tab, the system prompts you to save the information when you select the EBT

Household Demographics menu option. If you entered new information, click Yes to save your

changes.
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Once Yes is clicked, the EBT Household Demographics screen displays unless any of the
required fields are missing information on the Demographics screen, Additional Info 1 sub-tab,
or the Additional Info 2 sub-tab. In this case, a system message displays prompting you to
complete the required fields. Click OK to dismiss the system message and then complete the
required information. The fields requiring information are outlined in orange. Once you have
finished updating the required information, select the EBT Household Demographics menu
option once more. The system will again prompt you to save any new information. Click Yes to
save your changes and now the EBT Household Demographics screen displays.

NOTE: The Household ID, Telephone 1, Mailing Address, Mailing City, Mailing Zip Code, and
Clinic Assigned of the Household displays at the top of the screen.

The EBT Household Members table displays the names of all Household members at the top of
the grid followed by the information you entered for each Household member’s Authorized
Representative, Alternate Authorized Representative, and Proxy information. You can distinguish
Household members from Authorized Representatives by viewing the information displayed under
the State WIC ID column. The system displays a State WIC ID number for each Household
member whereas it displays Authorized Rep for everyone else.

NOTE: The Status display in the lower, left-hand corner of the screen indicates EBT update
needed. You do not need to transmit changes after each, individual change. The task of
transmitting changes can be preformed after you have finished making all changes.

b. Select a row in the EBT Household Member table listing an Authorized Rep and enter or select their
birthday in Authorized Representative DOB.

EBT Household Demographics E]

Housshald ID 00011158

Phone # 5535555555

Address 88 MAIN STREET

City ADA, DK Zip 748200000
Clinic: 01 -ADAWICCLINIC

Primary Card Holder

[ SetAs Primary ] [ Assign Card

EBT Household Members

State WIC 1D Marne: Diate of Bith Phone # Card Number
00771345 TIMOTHY LIGHTHOUSE 05/24/2007 (555) 555-5555
Authorized Rey SAMUEL N LIGHTHOUSE

Authorized Rep: RUTH A YOUNG

Authorized Representative DOB

Status: EBT update needed [ SendEBT Data ] [ Exit ]

EBT Household Demogtaphics Screen

NOTE: The Authorized Representative DOB field displays in the bottom, left-hand corner of
the EBT Household Demographics screen after a row listing an Authorized Rep is selected. It
is required that a DOB is entered for each Authorized Rep. The system displays each patticipant’s
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DOB for you.

c. Click Update to update the EBT Household Members table. The table is refreshed and displays the
newly added information.

NOTE: As necessary, update the Authorized Representative DOB for each remaining
Authorized Rep listed in the EBT Household Members table.

d.  Select the row in the EBT Household Members table displaying the name of the individual that will
serve as the Primary Card Holder and click Set as Primary. The EBT Household Demographics
screen is refreshed and displays the name of the individual you selected to serve as the Primary Card
Holder.

EBT Household Demographics

Household ID 00011158

Phone # 555555555

Address 88 MAIN STREET

City ADA, DK Zip 748200000
Clinic 01 -ADAWICCLINIC

Primary Card Holder Authorized Rep: VICTORIA ] LIGHTHOUSE

[ Set As Primary ] [ Assign Card Deactivate Account

EET Household Members
State WL 1D Narne Diate of Birth Phone # Card Murber
00771345 TIMOTHY LIGHTHOUSE 05/ 24,/2007 [555) 555-5555
VICTORIAT LIGHTHOUS f
Authorized Rep: SAMUEL N LIGHTHOUSE 10/09/1978
Autharized Rep: RUTH 4 YOUNG 04/21,/1983

Status: EBT update needed I_ Send EBT Diata J [ E it

EBT Household Demogtaphics Screen
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STEP 4: ASSIGN EBT CARD(S) TO THE HOUSEHOLD

a.  While still on the EBT Household Demographics screen, select a row in the grid and click Assign
Card to assign an EBT card to the selected individual. The Assign Card screen displays.

i Assign Card

Card Member
VICTORIA J LIGHTHOUSE

Swipe Card or Type PAN

L Save J [ Cancel J

Assign Card Screen

= |, NOTE: A maximum of two (2) EBT cards can be assigned to a Household. You are to assign an
L EBT card to the individual designated as the Primary Card Holder and you can assign 1 additional
EBT card to another individual. The order in which the cards are assigned is irrelevant.

b. Swipe an unassigned EBT card through the card reader. The Primary Account Number (PAN #) displays
in the Swipe Card or Type PAN field.

= |, NOTE: The PAN # can be entered manually if necessary. All EBT cards for your State will begin

L with the same eight (8) digits. Therefore, you only need to enter the last eight (8) digits and you can
omit any leading zeros (0). For example, if the PAN # is 5482 2839 0001 3409, then you only need
to enter 13409. You can omit the 3 digits preceding 13409 because they are zeros (0). While
manual entry is permitted, it is recommended that you always swipe an EBT card through a card
reader to prevent manual entry errors.

c. Click Save to assign a card number to the selected individual and return to the EBT Household
Demographics screen. The screen is refreshed to list the Card Number you entered.
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EBT Household Demographics

Hougehold ID 00011158

Phone # 555555555

Address 88 MAIN STREET

City ADA, DK Zip 748200000
Clinic: 01-ADAWICCLINIC

Primary Card Holder Authorized Rep: VICTORIA ] LIGHTHOUSE

Set Az Primary Assign Card Deactivate Account

EET Hougehaold Members

StateWIC 1D Mame Date of Birth Phone # Card Humber
00771345 TIMOTHY LIGHTHOUSE 05/24/2007 (555)555-5555

VICTORIA] LIGHTH 1, 879
Authorized Rep: SAMUEL N LIGHTHOUSE 1070971978
Authorized Fep: RUTH AYOUNG 0472171983

Status: EBT update needed [ Send EBT Data J [ E it

EBT Household Demographics Screen

% NOTE: If you have assigned 2 EBT cards to a Household alteady and attempt to assign another
one, the system will automatically deactivate and clear the EBT card not marked as the primary card
from the EBT Household Members table. The newly assigned card then displays in the EBT
Household Members table in the row you selected prior to clicking Assign Card.
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STEP 5: TRANSMIT HOUSEHOLD INFORMATION TO THE EBT SYSTEM

a.

Once you have finished updating Authorized Rep information, designated the Primary Card Holder, and
assigned EBT cards to the Household, click Send EBT Data to transmit information to the EBT system.

EBT Household Demographics

Household ID 00011158

Pharne t 555555555

Address 88 MAIN STREET

City ADA, DK Zip 748200000
Clinic 01-ADAWICCLINIC

Primary Card Halder Authorized Rep: YICTORIA J LIGHTHOUSE

Deactivate Account

EBT Household Members
State WIC ID Nane Date of Bith Phare # Card Number
00771345 TIMOTHY LIGHTHOUSE 05/24/2007 [555) 555-5558
W RIAT LIGHT ] 1 )
SAMUEL N LIGHTHOQUSE 100971978 5482 2839 00013410
Authorized Rep: RUTH ATOUNG 0442171983

DOE

Status: In progress Update 14181979 v

EBT Household Demogtaphics Screen

NOTE: The Send EBT Data button is disabled after it is clicked and the Status display in the
lower, left-hand corner of the screen indicates In progress.

b.  Once the process of updating EBT information is complete, a confirmation screen displays.

EBT Household Demographics [E|

Changes to the EBT household demographics saved.

EBT Household Demographics Confirmation Screen

NOTE: From this point forward, the system will direct you to the EBT Household
Demographics screen to transmit updates to the EBT system if any of the following information is
updated for the Household:

e Telephone 1 Number

e Mailing Address

e Mailing City/State

e Mailing Zip Code

e Assigned Clinic Location
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e Authorized Representative information* (In cases where the Household has multiple
members each listing the same representative data, the system must select one member’s
Authorized Representative data to transmit to the EBT system. Only updates to this
member’s Authorized Representative information will prompt the system to direct you to

the EBT Household Demographics screen.)

c. Click OK to dismiss the confirmation screen. The Capture Signature for Card screen displays. At this
time, the only thing left to do is capture the client's signature indicating the receipt of the EBT card(s).
The EBT account set up process is complete. Now you may issue EBT benefits to the Household. (For
more detail, see the Issuing EBT Benefits —- EBT Account Has Already Been Established scenario or

press the F'1 key to display system help.).

Capture Signature for Cand

Pleaze capture the autharized signature for the fallowing card.

B063165550003562 - WICTORIA J LIGHTHOUSE

Thiz zignature indicates that the participant hag received the EBT card,

Autharized Signature

Signature:

[ Capture Electronic Signature l

Save Signature ] [

Cloze

X

Capture Signature for Card Screen

10
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Issuing EBT Benefits - EBT Account Has Already
Been Established

Scenario Set-up: You want to issue benefits to a Household scheduled to pick up on today’s date. Assume the
Household consists of more than one participant and the Household members scheduled to pick up benefits are
active (already certified) participants. Further assume that an EBT account has been established for the
Household already.

It is recommended that the process explained in this scenario be used on active (already certified) WIC
participants only. For WIC applicants (clients needing certified), it is best to start the Certification process first
and then complete these tasks using the Issue Benefits script option from within the Certification Guided
Script. (For more detail, see the Certifying Applicants and Issuing Benefits scenario or press the F1 key to display
system help.)

The process includes the following system tasks:

e  Issuing aggregated Household benefits using the Aggregated Issuance for EBT Account screen
e  Viewing or generating a receipt of items issued using the Generate EBT Receipt Report screen
NOTE: Prior to attempting to issue Household benefits, ensure that an EBT account has been

setup in the EBT system. (For more detail, see the Issuing EBT Benefits — Setting up the EBT
Account for a Household scenario or press the F1 key to display system help.)

NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.

Complete the Following Steps to Issue EBT Benefits:

11
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STEP 1: ISSUE AGGREGATED HOUSEHOLD BENEFITS

a.  Search for the client’s record and open the client’s Participant Folder. (For more detail, see the
Searching for a Client scenario or press the F1 key to display system help.)

- 34 Year(s) - WIC ID: Household 1D:
Fie Parbopant Activites BanafitManagement Document Imaging  Help

PR T B RIBED

Health Information Mutrition Education | Referrals | IncomsHistory || ChecksHistry | Appeinments
{__Demagiaphics” | munization HTiWTBiood | Food Prescription Risk Facters || VENA
Last [ | Firat [T | W[ ] Bt Date [320372 [wi| Gender |Fanale
Address W | WiC Categary [PREGRANT v|
Couny |ALFALFA ~ City | ALINE v/ =i |
Sute [OK | ZIP [55555-0000 | Email | [cqwnmugrapﬁu] [nacafafmim|
Tl

Addresa | W =
Same a8
City |AJJNE Seale [oK | ZIP | 555850000

[ Homeless 0 Froaf -
Date Verified Fixed Nighttime Location
Residency Procé v

Phsicaly Present
Telephons 1 - - Comment —I & Yes & Ha Reason Mot Present
Telephane 2 .. Comment

PONIFIIIRRY | LMPUCIARY | saiydelDoueg

Idaiden Name r
— Migram
Last | | First M b
™ Living with Foster Parens[s)
Clinic Asgigned |.'5\RDNC'RE WIS CLINIC w | Staff Member & Taw ol =

6/28/2006 5:15PM

Participant Folder Screen

b. On the Benefit Management menu, located on the menu bar at the top of the Participant Folder, click
Issue Benefits to issue benefits to the Household. The Issue Benefits screen displays with the Benefits
tab selected. The tree list displays the household members eligible to receive checks.

12
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_||"

_||"

*= |ssue Benefits @

Benefits | Food Prescription

Househald Member Information

Hougehold Participant | lssuance Frequency | Last Set |ssued Date | Prior Certification D ate

Timantblp ||

JOHM DOE Tri-monthly

Certification Due Date | Categornical Ineligibiity D ate

03642010 0z/28/2011

|~
|

=¥ JOHN-DOE
29 9/16/2010-10415/2010 Full
2 10/16/2010-11415/2010 Full
2 11/16/2010-12/15/2010 Ful
=4 JANE-DOE
29 9/16/2010-10415/2010 Full
2 10/16/2010-11415/2010 Full
2 11/16/2010-12/15/2010 Ful

Cycle Adust ta thiz Houzehold Member Edit First Set

|zzue to Household ] [ lzzue to Member Only ] [ Cancel

Issue Benefits Screen

NOTE: The opportunity to preview the Household’s benefits before they are issued in an EBT
environment occurs after the Issue to Household or Issue to Member Only button is clicked.

NOTE: EBT benefits can be issued to a Household without the currently assigned EBT card(s)
being physically present at the time of benefit pickup.

c. Click Issue to Household to issue benefits for the Household. The Aggregated Issuance for EBT

Account screen displays.

13
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¥= foprepated Issuance for EBT Account | |

Electronic Benefits

September: 9/16/2010 tha 10152000

JANE DOE HOUSEHOLD TOTAL

JOHN DOE
52-0071 - Low F 3 5 5 6.00

GAL 2%, 1% OR FATFREE CHOCOLATE MILE
02007 - Cheese in 8 or 16 oz Packages 1.00 1.00
06-001 - Pearut Butter 18 oz 1.00 1.00
03-007 - Fresh eggs in Dozen Cartans 1.00 1.00

October: 10/16/2010 th 11/15/20M0
JOHM DOE JANE DOE HOUSEHOLD TOTAL

52001 - Low Fe 3 5 5 £.00

GAL 2%, 1% OR FATFREE CHOCOLATE MILK
02007 - Cheese in 8 or 16 oz Packages 1.00 1.00
06-001 - Peanut Butter 18 oz 1.00 1.00
03-007 - Frezh eggs in Dozen Cartons 1.00 1.00

Movember: 111672010 thr 1241572010

JOHN DOE JANE DOE

52001 - 3
52117 - @Al 2%, 1% 0OR FATFREE CHOCOLATE MILK
02007 - Cheese in 8 or 16 oz Packages

06-001 - Pearut Butter 18 oz

03-007 - Fresh eggs in Dozen Cartans

1.00
1.00
1.00
1.00

W

Status 1 Awaiting Command Prirt Benefits [ Send EBT Data ] [ Cancel

Aggregated Issuance for EBT Account Screen

. NOTE: Under Household TOTAL, food items for the entite Household are aggregated (or
% totaled) by category and sub-category and displayed by benefit period. For example, assume 2
members of a Household are issued the same type of milk. One member receives 2.25 gallons of
milk and the other member receives 3.75 gallons of milk. In this case, 6 gallons of milk
(2.25+3.75=06) displays for each benefit period.

L NOTE: Use the scroll bar, located to the right of each benefit period, to view a complete list of
' food items issued to the Household.

. NOTE: The Print Benefits button is disabled (or turned off) until Send EBT Data is clicked.
' After Send EBT Data is clicked, the Print Benefits button is enabled (ot turned on).

d. Click Send EBT Data to issue Household benefits. You are returned to the Aggregated Issuance for
EBT Account screen and the Status label is updated.

NOTE: The system transmits EBT issuance data and updates the EBT system. The Status label

indicates, “Issuance Received, Success!” when the transmission of issuance data is successful.

%_ NOTE: Once the EBT data is sent and the EBT system is updated, the Print Benefits button is
! enabled (or turned on).

14
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STEP 2: VIEW OR GENERATE A RECEIPT OF FOOD ITEMS ISSUED TO THE HOUSEHOLD

a.  Click Print Benefits to view or generate a receipt of food items issued to the Household. The Generate
EBT Receipt Report screen displays.

b. Select one of the following Report Destination options to specify the destination of the generated
receipt and then click OK:

e Display on Screen — Click this option to display the receipt on the computer’s monitor after the
receipt is generated.

e  Send to Printer — Click this option to send the receipt to the selected output printer.

e Save as PDF — Click this option to save the receipt as a PDF file after it is generated.

=, NOTE: If you selected:

e Display on Screen: Click Close after you ate finished viewing the receipt information.
You are then returned to the Aggregated Issuance for EBT Account screen.

e Send to Printer: A receipt of food items issued to the Household is sent to the selected
printer and you are returned to Aggregated Issuance for EBT Account screen. If you
have not set your default printers prior to clicking OK, the Set Default Printers screen
displays prompting you to set default printers. Select a printer for each option and then
click OK. Now, a receipt is sent to the selected printer and you are returned to
Aggregated Issuance for EBT Account screen.

e Save as PDF: Browse to the desired location and click Save. A copy of the receipt is
saved to the selected location and you are then returned to the Aggregated Issuance for
EBT Account screen.

c. Click Close to dismiss the Aggregated Issuance for EBT Account screen. You are returned to the
Participant Folder of the selected participant. You may continue working with the participant as
necessaty.

15
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Certifying Applicants and Issuing Benefits

Scenario Set-up: You are interested in certifying more than one member of a Household and in issuing their
benefits at the end of the certification process. You will complete the Certification Guided Script process
(consisting of many screens) for each applicant to accomplish this task.

In this scenario, assume that the Household you are working with consists of a pregnant woman and a child. As
for completing the Certification Guided Script process, the same results can be achieved by beginning the
process on either applicant first. Be aware that for reasons unrelated to the design of the system, your
organization may require you to work with certain records first (i.e. — always begin with the youngest or oldest
member record first). However, for this scenario, assume that you will work with the woman’s record first,
followed by the child’s record.

Lastly, while this scenario covers the process of working with a Household consisting of a pregnant woman and
her child specifically, the general process and concepts explained in this scenatio still apply to completing
Certifications consisting of other Household member combinations.

The process includes the following tasks:

e  Certifying the woman for participation in the WIC program including managing EBT Household
Demographic Information (Steps 1-13)

e Certifying the child for participation in the WIC program including managing EBT Household
Demographic Information (Steps 14-30)

e  Capturing an electronic signature to confirm the clients' receipt of one or more EBT cards
e Issuing benefits for each client
e  Capturing an electronic signature to confirm the clients' receipt of the Rights and Responsibilities

Statement

NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.

Complete the Following Steps to Certify an Applicant and Her Child:

STEP 1: BEGIN THE CERTIFICATION ATTEMPT FOR THE WOMAN

a.  Search for the woman’s record and open the woman’s Participant Folder. (For more detail, see the
Searching for a Client scenario or press the F1 key to display system help.)

17
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NOTE: Itis recommended that you conduct your search using the Household ID number. When
searching by Household ID, the system displays all member records sharing the same Household
ID number. Unlike searching by first and last names (which may or may not display all Household
members)or searching by State WIC ID which displays only one member record, Household ID
searches enable you to locate and work with all Household member records without conducting
additional searches to locate other family members.

NOTE: If a record does not exist for each WIC applicant already, cteate a record for each client
before beginning this process (For more detail, see the Prescreening an Applicant and Scheduling
an Initial Appointment scenario or press the F1 key to display system help.)

b. Click the Certification toolbar button (pictured below). A confirmation screen displays.

Click Yes. The Certification Guided Script screen displays.

NOTE: If the woman’s record was Prescreened (or created) prior to today’s date, the
Certification WIC Category screen displays prompting you to select the woman’s Category again
before the Certification Guided Script screen displays due to the possibility that her Category may
have changed since the record was created. Select her Category and click Yes to begin the
Certification process. Now, the Certification Guided Script screen displays.

NOTE: The Certification Guided Script screen displays a number of script options for you to
choose, each one allowing you to record client information appropriate for the option's title. In this
scenario, you will complete the script options in the order displayed on the screen without regard to
any specific organizational role (i.e. — Intake specialist, CPA, Nutritionist, etc). Once you are
familiar with the Certification process, you may complete the script options in any order you
choose; however, benefits cannot be issued before a food prescription has been created and a food
prescription cannot be created until risk factors have been assigned.

STEP 2: COMPLETE THE DEMOGRAPHICS SCRIPT OPTION FOR THE WOMAN

Click the Demographics script option. The Demographic Information screen displays with the
Demographics tab selected.

NOTE: The Demographic Information screen is used to gather and store demographic
information such as the individual's name, residential address, mailing addtess, birth date, gender,
and so on. Take a close look at the screen, and read through the information available there. You
may have noticed already, but the majority of the information displayed on the screen is the same
information gathered during the Prescreening process or during a previous Certification attempt.
Note the three demographics tabs displayed along the right edge of the screen. Clicking a tab
displays the tabbed page of the same name. They are Demographics, Additional Info 1, and
Additional Info 2. All three tabbed pages store demographic information that must be entered
before the Certification can be completed.
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NOTE: For training purposes, do not use the following to record the current client's information
during this scenario:

e Copy Demographics

e Homeless

e Migrant

e Living with Foster Parents

Selecting the Migrant or Homeless check box prompts the system to assign the associated risk
factor to the client. Outside of training, you can select either check box as necessary. System
assigned risk factors are displayed in the Certification Risk Factors table. Click the Risk Factors
script option to view the table and all assigned risk factors.

Begin recording information on the Demographics screen, stopping when you reach the
Race/Ethnicity button.

Click Race/Ethnicity. The Race/Ethnicity screen displays.

Complete the Race/Ethnicity screen.

NOTE: If the client claims an American Indian or Alaskan Native heritage, select the Tribe to
which the client belongs.
Click OK.

Click the Income Calculator button (pictured below). The Income Calculator screen displays.

Under Adjunctive Eligibility, select one or more check boxes, and then select a proof of participation
for each check box selected. in its list.

Click Add Item to document income information. The Add Income Line Item screen displays.

Select a Payment Frequency based on the applicant’s income information and complete the associated
information.

Select the applicants Proof of Income for the income information she provided.
Click OK.

Under Current Income Information, enter the number of members in the client's household in
Household Size.

Click OK.

NOTE: For training purposes, select Yes under Physically Present.

Complete the Demographics screen, gathering as much information as possible.

Click the Additional Info 1 tab. The Additional Info 1 screen displays.

19



EBT CLINIC SITE REFERENCE GUIDE

_I|"

NOTE: For training purposes, select No in the Household Smoking list.

Complete the Additional Info 1 screen, gathering as much information as possible.

NOTE: Type of Medical Home is the type of facility at which the client receives her health cate;
whereas, Medical Home is the primary facility at which the client receives her health care.

Click the Additional Info 2 tab. The Additional Info 2 screen displays.
Complete the Additional Info 2 screen, gathering as much information as possible.

Click OK.

NOTE: Upon returning to the Certification Guided Script screen, you will see a check mark
displayed next to the Demographics script option. The check mark serves as a visual cue enabling
you to identify the options you have accessed. However, it does not indicate that any information
has been completed for the option. Later, you will review the certification attempt for errors, and
the Event Log displays any information that is missing or invalid.

STEP 3: COMPLETE THE EBT HOUSEHOLD DEMOGRAPHICS SCRIPT OPTION FOR THE WOMAN

a.

Click the EBT Household Demographics script option. The EBT Household Demographics
screen displays.

Complete the EBT Household Demographics screen, gathering as much information as possible. (For
more detail, see the Issuing EBT Benefits - Setting up an EBT Account for a Household scenatio or press
the F1 key to display system help.)

Once you have finished updating Authorized Rep information, designated the Primary Card Holder, and
assigned EBT cards to the Household, click Send EBT Data to transmit and update the information in
the EBT system.
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EBT Household Demographics

Household ID 00011158

Pharne t 555555555

Address 88 MAIN STREET

City ADA, DK Zip 748200000
Clinic 01-ADAWICCLINIC

Primary Card Halder Authorized Rep: YICTORIA J LIGHTHOUSE

Deactivate Account

EBT Household Members

State WIC ID Hame Date of Bith Phane # Card Number
00771343 TIMOTHY LIGHTHOUSE 0572442007 [555) 555-5555
£ AT LIGHTH! f

Authorized Rep: SAMUEL N LIGHTHOUSE 10/09,/1978 5482 2839 00013410
Authorized Rep: RUTH A YOUNG Od/21/1983

DOB
Status: In progress 1151979 v

EBT Household Demogtaphics Screen

NOTE: The Send EBT Data button is disabled after it is clicked and the Status display in the
lower, left-hand corner of the screen indicates In progress.

d.  Once the task of updating EBT information is complete, the Capture Signature for Card screen
displays. Click Capture Signature and direct the applicant to sign for the receipt of the EBT card(s).

€.

Capture Signature for Card

Pleaze capture the authorized signature for the following card.

B06F1E3550003562 - WICTORIA JLIGHTHOUSE

Thiz zignature indicates that the participant has received the EBT card.

Authorized Signature

Signature:

[ LCapture Electronic Signature l

Save Signature l [ Cloge

Capture Signature for Card Screen

Once the applicant has signed for the EBT cards, click Save Signature.
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STEP 4: COMPLETE THE HEALTH INFORMATION SCRIPT OPTION FOR THE WOMAN

a.

Click the Health Information script option. The Woman Health Information screen displays with the
Pregnancy tab selected.

Complete the Pregnancy Information screen, gathering as much information as possible.

Click OK.

STEP 5: COMPLETE THE HEIGHT, WEIGHT AND BLOOD SCRIPT OPTION FOR THE WOMAN

a.

Click the Height, Weight and Blood script option. The Height, Weight, and Blood Work
Information screen displays with the Height/Weight tab selected.

Click Add. The Height/Weight Measurement screen displays.

Complete the Height/Weight Measurement screen, gathering as much information as possible.
Click OK.

Click the Blood tab. The Blood Work Information screen displays.

Click Add. The Blood Measurement screen displays.

Complete the Blood Measurement screen, gathering as much information as possible.

Click OK.

Click Close.

STEP 6: COMPLETE THE VENA SCRIPT OPTION FOR THE WOMAN

Click the VENA script option. The VENA screen displays.

Click Add Contact. The VENA Contact screen displays.

The VENA Contact screen displays a Question for you to ask the applicant and a box in which to enter
the applicant's Answer. In addition, you have the ability to assign tisk factors based on the answers that
the applicant gives. After you've asked the question, entered the answer, and assigned any necessary tisk
factors, you will click Next to display the next question. The number of questions for which you're
required to collect answers is displayed in the title bar at top of the screen. When you've completed the last
of the questions, you'll click Finish to complete the VENA contact.

Enter the applicant's answer to the displayed Question in the box under Answer.

NOTE: If the applicant's Answer tequites the assignment of a risk factor, click Add under Risk
Factors, select all applicable risk factors in the list displayed on the Select Risk Factors screen,
and then click OK.

Click Next.

NOTE: You can click Previous to return to a prior question at any time.

Repeat the two previous steps until you have answered all of the VENA contact questions.

Click Finish.
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g.

The VENA Contacts tree list is refreshed to display the newly added contact information. VENA
contacts display in reverse chronological order. So, the most recent contact displays at the top of the list.
Risk factors assigned during the selected VENA contact display in the Risk Factors Assigned from this
VENA Contact list box.

Click Close.

STEP 7: COMPLETE THE RISK FACTORS SCRIPT OPTION FOR THE WOMAN

Click the Risk Factors script option. The Certification Risk Factors screen displays.
Select a risk factor in the Available list.

Click the Select button (pictured below) to move a risk factor highlighted in the Available list to the
Selected list.

(V]

Repeat the two previous steps, as necessary, until all applicable risk factors have been moved to the
Selected list.

Click OK.

NOTE: Notice that selected risk factors are displayed in the Risk Factors table under
Household Member Information. The Risk Factors table displays both CPA and system
defined risk factors.

STEP 8: COMPLETE THE REFERRALS/OTHER PROGRAMS SCRIPT OPTION FOR THE
WOMAN

a.

Click the Referrals/Other Programs script option. The Referrals and Other Programs screen
displays.

Select a program in the Available list.
Click the Select button to move a program highlighted in the Available list to the Selected list.

Repeat the two previous steps, as necessary, until all applicable programs have been moved to the
Selected list.

Click Add. The Add Referral Contact Information screen displays.
Enter or select the date of the referral in Date of Referral(s).
Select a program or organization in the Available tree list.

Click the Select button (pictured below) move a program or organization highlighted in the Available
tree list to the Selected tree list.

Repeat the two previous steps, as necessary, until all applicable programs and organizations have been
moved to the Selected tree list.

Click OK.

Click OK.

STEP 9: COMPLETE THE NUTRITION EDUCATION SCRIPT OPTION FOR THE WOMAN
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a.  Click the Nutrition Education script option. The Nutrition Education Contacts screen displays.

b. Click Add Individual Contact. The Individual Nutrition Education Contact screen displays.

= . NOTE: The required topics of discussion are pre-selected.

c.  Select additional topics to be discussed in the Topics Discussed list.
d. Click OK.

e. Click Close.

STEP 10: COMPLETE THE FOOD PRESCRIPTION SCRIPT OPTION FOR THE WOMAN
a.  Click the Food Prescription script option. The Food Prescriptions screen displays.

b.  View the system-built food prescription in the Food Prescriptions tree list.

= |, NOTE: During the Certification Guided Script process, the system automatically suggests a
\ food prescription for the based on the Age, Category, risk factors, and feeding status of the
applicant.
= |, NOTE: Select a food prescription date in the tree list and then click Edit to tailor a food
" prescription.

c. Click Close.

STEP 11: COMPLETE THE CPA-DETERMINED FOLLOW-UP SCRIPT OPTION FOR THE WOMAN
a. Click the CPA-determined Follow-up script option. The CPA-determined Follow-up screen displays.

b. Complete the CPA-determined Follow-up screen, making a selection in every list.

c. Click OK.

STEP 12: COMPLETE THE SOAP NOTE SCRIPT OPTION FOR THE WOMAN
a. Click the SOAP Note script option. The Create SOAP Note screen displays.

b. Enter the SOAP Note Text, entering complete information in the Subjective, Objective, Assessment,
and Plan sections.

c. Click OK.
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NOTE: Once you have finished the Create SOAP Note screen, do not click or complete the
Issue Benefits script option at this time. Clicking the Issue Benefits script option prompts the
system to check the Certification attempt for errors and completes the Certification attempt. You
will then be directed to the Issue Benefits screen, so that you can issue benefits to the participant.
However, at this point, you have not completed the child’s Certification and the child is not yet
eligible to receive benefits. You will click the Issue Benefits option at the end of the child’s
Certification.

STEP 13: CHECK FOR ERRORS AND COMPLETE THE CERTIFICATION ATTEMPT FOR THE WOMAN

a.  Click the End Certification Process toolbar button (pictured below) to check the Certification for errors
and to complete the certification process (without issuing benefits). A message displays verifying the
certification is complete.

O

NOTE: If errors are found, the Event Log screen displays. Correct any errors listed, and then
repeat the previous step.

NOTE: The End Certification Process toolbar button is similar to the Issue Benefits script
option in that both methods check the Certification attempt for errors and both methods complete
the Certification attempt. However, unlike the Issue Benefits script option, the End
Certification Process toolbar button does not direct you to the Issue Benefits screen.

It is recommended that you click the End Certification Process toolbar button for each applicant
of a Household you are certifying except when you are ready to complete the Certification attempt
for the last member of each Household. For the last Household member being certified, click the
Issue Benefits script option instead. This way, each Household member you certified will be listed
on the Issue Benefits screen and eligible to receive benefits.

b. Click OK. The Applicant is Certified screen displays.

c.  Clear the Schedule Appointment check box.

NOTE: Leaving the Schedule Appointment check box marked prompts the system to display
the Schedule Appointments screen. While you may intend to schedule a follow-up appointment,
you will have another opportunity to do so at the end of the child’s Certification attempt.

d. Click OK. The Work with Another Household Member screen displays.

STEP 14: BEGIN THE CERTIFICATION ATTEMPT FOR THE CHILD
a.  Select the child's record in the Household Members table.
b. Click OK. A confirmation message displays.

c. Click Yes. The Certification Guided Script screen displays for the child’s record.
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NOTE: Once you confirm your intent to work with the child’s record, the system closes the
woman’s record, opens the child’s record, and displays the Certification Guided Script screen for
the child automatically. This process may take a few seconds to occur.

You can verify that the child’s record is open by reviewing your task bar, typically located at the
bottom of the monitor, neat the Start button. You will notice the child’s name listed instead of the
woman’s name. This indicates that the system closed the woman’s record and opened the child’s
record.

STEP 15: COMPLETE THE DEMOGRAPHICS SCRIPT OPTION FOR THE CHILD

a.

Click the Demographics script option. The Demographic Information screen displays with the
Demographics tab selected.

Click Copy Demographics. The Copy Demographics from Another Household Member screen
displays.

Select the woman’s record in the Household Members table.

Select the Replace Existing Information check box.

Click OK. The household information displayed on the Demographics screen is refreshed to display the

household information copied from the woman’s record.
Click Race/Ethnicity. The Race/Ethnicity screen displays.

Complete the Race/Ethnicity screen.

NOTE: If the client claims an American Indian or Alaskan Native heritage, select the Tribe to
which the client belongs.
Click OK.

Click the Income Calculator button (pictured below). The Income Calculator screen displays.

Under Adjunctive Eligibility, select one or more check boxes, and then select a proof of participation
for each check box selected, if applicable.

NOTE: If income was entered for the woman, the system copies and displays the amount entered
in the child’s record. You do not need to re-enter this information unless you need to cotrect or
add to the amount entered.

Under Current Income Information, enter the number of members in the client's household in
Household Size.

Click OK.
Complete the Demographics screen, gathering as much information as possible.
Click the Additional Info 1 tab. The Additional Info 1 screen displays.

Complete the Additional Info 1 screen, gathering as much information as possible.
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% NOTE: Type of Medical Home is the type of facility at which the client receives her health cate;
' whereas, Medical Home is the primary facility at which the client receives her health care.

p. Click the Additional Info 2 tab. The Additional Info 2 screen displays.
q. Complete the Additional Info 2 screen, gathering as much information as possible.

r.  Click OK.

STEP 16: COMPLETE THE EBT HOUSEHOLD DEMOGRAPHICS SCRIPT OPTION FOR THE CHILD

a. Click the EBT Household Demographics script option. The EBT Household Demographics
screen displays.

b. Complete the EBT Household Demographics screen, gathering as much information as possible. (For
more detail, see the Issuing EBT Benefits - Setting up an EBT Account for a Household scenario or press
the F1 key to display system help.)

c.  Once you have finished updating Authorized Rep information, designated the Primary Card Holder, and
assigned EBT cards to the Household, click Send EBT Data to transmit and update the information in

the EBT system.
EBT Household Demographics
Household 1D 00011158
Fhane i 555555555
Address 88 MAIN STREET
City ADA, OK Zip 748200000
Clinic 01-ADAWICCLINIC

Primary Card Halder Authorized Rep: YICTORIA J LIGHTHOUSE

Deactivate Account

EBT Household Members
State WIC ID Nane Date of Bith Phare # Card Number

007 |(555) 555-5555

00771348 TIMOTHY LIGHTHOUSE 05/24/2
| LIGHTHOUSE 1/15/1979 _ 54 0001 3409
Authorized Rep: SAMUEL N LIGHTHOUSE 10/09/1978 5482 2839 00013410
Authorized Rep: RUTH A& YOUNG 04/ 21,/1983

DOE

Status: In progress Update 1151979 v

EBT Household Demogtaphics Screen

lower, left-hand corner of the screen indicates In progress.

NOTE: The Send EBT Data button is disabled after it is clicked and the Status display in the

d.  Once the task of updating EBT information is complete, the Capture Signature for Card screen
displays. Click Capture Signature and direct the applicant to sign for the receipt of the EBT card(s).
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c.

(]

Capture Signature for Card

Pleaze capture the authorized signature for the following card.

B06F1E3550003562 - WICTORIA JLIGHTHOUSE

Thiz zignature indicates that the participant haz received the EBT card.

Authorized Signature

Signature:

[ Capture Electronic Signature l

Save Signature ] [ Clogze

Capture Electronic Signature for Card Screen

Once the applicant has signed for the EBT cards, click Save Signature

STEP 17: COMPLETE THE HEALTH INFORMATION SCRIPT OPTION FOR THE CHILD

Click the Health Information script option. The Child Health Information screen displays.

Begin recording information on the Child Health Information screen, stopping when you reach the
Mother's Information.

Enter the mothet's Birth Date.
Select the On WIC check box.

Click the Linked Participant button (pictured below). The Linked Participant screen displays.

(]

Select the mother's record in the Linked Participant table.

Click OK. The information displayed under State WIC Information on the Child Health Information
screen is refreshed to display the information recorded for the mother.

Complete the Child Health Information screen, gathering as much information as possible.

Click OK.

STEP 18: COMPLETE THE HEIGHT, WEIGHT AND BLOOD SCRIPT OPTION FOR THE CHILD

a.

Click the Height, Weight and Blood script option. The Height, Weight, and Blood Work
Information screen displays with the Height/Weight tab selected.

Click Add. The Height/Weight Measurement screen displays.
Complete the Height/Weight Measurement screen, gathering as much information as possible.
Click OK.

Click the Blood tab. The Blood Work Information screen displays.
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f.  Click Add. The Blood Measurement screen displays.
g.  Complete the Blood Measurement screen, gathering as much information as possible.
h. Click OK

i.  Click Close.

STEP 19: COMPLETE THE IMMUNIZATION SCRIPT OPTION FOR THE CHILD
a. Click the Immunizations script option. The Immunization screen displays.
b. Select the child's Immunization Status.

c. Click Add. The Add Immunization(s) screen displays.

NOTE: Many organizations do not requite staff to record each vaccine received. Consult the
leadership in your organization before completing the Immunization screen.
d.  Select the type of vaccine in Vaccine ID.

e. Enter or select the date the vaccine was administered in Date.

NOTE: Select the On-site check box if the vaccine was administered on-site at the WIC office.

f. Do one of the following:
e To record another vaccine: Click Next, and repeat the two preceding steps.
e To continue the certification process after all vaccines have been recorded: Click Done.

g.  Click Close.

STEP 20: COMPLETE THE VENA SCRIPT OPTION FOR THE CHILD
a.  Click the VENA script option. The VENA screen displays.

b. Click Add Contact. The VENA Contact screen displays.

NOTE: The VENA Contact screen displays a Question for you to ask the applicant and a box in
which to enter the applicant's Answer. In addition, you have the ability to assign risk factors based
on the answers that the applicant gives. After you've asked the question, entered the answer, and
assigned any necessary risk factors, you will click Next to display the next question. The number of
questions for which you're required to collect answers is displayed in the title bar at top of the
screen. When you've completed the last of the questions, you'll click Finish to complete the
VENA contact.

c.  Enter the applicant's answer to the displayed Question in the box under Answer.
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NOTE: If the applicant's Answer tequites the assignment of a risk factor, click Add under Risk
Factors, select all applicable risk factors in the list displayed on the Select Risk Factors screen,
and then click OK.

d. Click Next.

€.

f.

NOTE: You can click Previous to return to a prior question at any time.

Repeat the two previous steps until you have answered all of the VENA contact questions, then click
Finish.

NOTE: The VENA Contacts tree list is refreshed to display the newly added contact
information. VENA contacts display in reverse chronological order. So, the most recent contact

displays at the top of the list. Risk factors assigned during the selected VENA contact display in the
Risk Factors Assigned from this VENA Contact list box.

Click Close.

STEP 21: COMPLETE THE RISK FACTOR SCRIPT OPTION FOR THE CHILD

e

Click the Risk Factors script option. The Certification Risk Factors screen displays.
Select a risk factor in the Available list.

Click the Select button (pictured below) to move a risk factor highlighted in the Available list to the
Selected list.

(V]

Repeat the two previous steps, as necessaty, until all applicable risk factors have been moved to the
Selected list.

Click OK.

NOTE: Notice that selected risk factors are displayed in the Risk Factors table under
Household Member Information. The Risk Factors table displays both CPA and system
defined risk factors.

STEP 22: COMPLETE THE REFERRAL/OTHER PROGRAMS SCRIPT OPTION FOR THE CHILD

a.

Click the Referrals/Other Programs script option. The Referrals and Other Programs screen
displays.

Select a program in the Available list.
Click the Select button to move a program highlighted in the Available list to the Selected list.

Repeat the two previous steps, as necessaty, until all applicable programs have been moved to the
Selected list.

Click Add. The Add Referral Contact Information screen displays.
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Enter or select the date of the referral in Date of Referral(s).
Select a program or organization in the Available tree list.

Click the Select button (pictured below) to move a program or organization highlighted in the Available
tree list to the Selected tree list.

Repeat the two previous steps, as necessary, until all applicable programs and organizations have been
moved to the Selected tree list.

Click OK.

Click OK.

STEP 23: COMPLETE THE NUTRITION EDUCATION SCRIPT OPTION FOR THE CHILD

Click the Nutrition Education script option. The Nutrition Education Contacts screen displays.

Click Add Individual Contact. The Individual Nutrition Education Contact screen displays.

NOTE: The leadership in your organization may mark certain topics as being required topics of

discussion during the initial system setup process. Required topics of discussion are pre-selected (in

blue) and cannot be deselected. You must discuss these pre-selected topics with the applicant.
Select additional topics to be discussed in the Topics Discussed list.

Click OK.

Click Close.

STEP 24: COMPLETE THE FOOD PRESCRIPTION SCRIPT OPTION FOR THE CHILD

a.

Click the Food Prescription script option. The Food Prescriptions screen displays.

NOTE: The system builds default food prescriptions for the client based on information such as
WIC category, health information, and assigned risk factors.

b. View the system-built food prescription in the Food Prescriptions tree list.

C.

NOTE: Select a food prescription date in the tree list and then click Edit to tailor a food
prescription.

Click Close.

STEP 25: COMPLETE THE SOAP NOTE SCRIPT OPTION FOR THE CHILD

a.

b.

Click the SOAP Note script option. The Create SOAP Note screen displays.

Enter the SOAP Note Text, entering complete information in the Subjective, Objective, Assessment,
and Plan sections.

Click OK.
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STEP 26: COMPLETE THE CPA-DETERMINED FOLLOW-UP SCRIPT OPTION FOR THE CHILD

a.  Click the CPA-determined Follow-up script option. The CPA-determined Follow-up screen displays.
b. Complete the CPA-determined Follow-up screen, making a selection in every list.

c. Click OK.

STEP 27: CHECK FOR ERRORS AND ISSUE BENEFITS FOR BOTH THE WOMAN AND THE CHILD

a.  Click the Issue Benefits script option. The child’s certification is reviewed, and if the information
recorded is correct and complete, the Applicant is Certified screen displays.

NOTE: The Schedule Appointment and Generate Appointment Notice check boxes are
selected by default. Marking the Schedule Appointment check box will prompt the system to
display the Schedule Appointment screen near the end of the Certification process enabling you
to schedule a follow-up appointment. Mark or clear the check boxes as necessary.

NOTE: At this point in the process, both the woman and child have completed the Certification
process. They met the requirement for participation in the WIC program, are now eligible to
receive WIC benefits, and are considered WIC participants.

b. Click OK. The Issue Benefits screen displays with the Benefits tab selected. The tree list displays the

C.

household members eligible to receive checks.

"= Issue Benefits @

Eenefits | Food Prescription

Househald Member Information

Housgehold Participant lzsuance Frequency | Last Set [ssued Date | Prior Certification Date | Certification Due Date | Categarical Ineligibility D ate
[ Trimanthy | J03/16/20 03/31/2011

Tri-manthly 02/28/2011

|
S

=-ff JOHN-DOE
£ 5/16/2010-10/15/2010 Ful
2 10/16/2010-1115/2010 Full
2 11/16/2010-12/15/2010 Full
425 JANE- DOE
£ 59/16/2010-10/15/2010 Full
£ 10/16/2010-11415/2010 Full
2 11/16/2010-12/15/2010 Full

lzzue to Household l [ lzzue to Member Only ] [ Cancel

Issue Benefits Screen

Click Issue to Household to issue benefits for the Household. The Aggregated Issuance for EBT
Account screen displays.
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=

=
=

=

= fgpregated Issuance for EBT Account |'X

Electranic Benefits

September: 971620 0 thou 101552000

JOHM DOE

JANE DOE HOUSEHOLD TOTAL

52-001 - La k Milk.
-Gal 2%, 1% 0R FATFREE CHOCOLATE MILK
02-001 - Cheese in & or 16 oz Packages 1.00 1.00 2.00
0E-001 - Peanut Butter 18 oz 1.00 1.00 2.00

03-001 - Fresh eggs in Dozen Cartons 1.00 1.00 200

October: 10/16/2010 theu 1141522000
JOHM DOE JANE DOE HOUSEHOLD TOTAL
Liow Fat Milk. il B.00
GAL 2%, 1% OR FATFREE CHOCOLATE MILK
02-001 - Cheese in 8 or 16 oz Packages 1.00 1.00 2.00
0E-001 - Peanut Butter 18 oz 1.00 1.00 200
03-001 - Fresh eggs in Dozen Cartons 1.00 1.00 2.00

52001 -

November: 111672010 the 1241572000

JOHM DOE JANE DOE HOUSEHOLD TOTAL

52007 - Low Fat Milk
52117 - GAL 2%, 1% OR FATFREE CHOCOLATE MILE 1.00
02-001 - Cheese in 8 or 16 oz Packages 1.00 1.00 2.00
0E-001 - Peanut Butter 18 oz 1.00 1.00 2.00

03-001 - Fresh eggs in Dozen Cartons 1.00 1.00 200

Status : Awaiting Command Print Benefits [ Send EBT Data ] [ Cancel

Aggregated Issuance for EBT Account Screen

NOTE: Under Household TOTAL, food items for the entite Household are aggregated (ot
totaled) by category and sub-category and displayed by benefit period. For example, assume 2
members of a Household are issued the same type of milk. One member receives 2.25 gallons of

milk and the other member receives 3.75 gallons of milk. In this case, 6 gallons of milk
(2.25+3.75=06) displays for each benefit period.

NOTE: Use the scroll bar, located to the right of each benefit period, to view a complete list of
food items issued to the Household.

NOTE: The Print Benefits button is disabled (or turned off) until Send EBT Data is clicked.
After Send EBT Data is clicked, the Print Benefits button is enabled (or turned on).

EBT Account screen.

NOTE: The system transmits EBT issuance data and updates the EBT system. Once the EBT
system is updated, the Print Benefits button is enabled (or turned on).

d. Click Send EBT Data to issue Household benefits. You are returned to the Aggregated Issuance for
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STEP 28: VIEW OR GENERATE A RECEIPT OF FOOD ITEMS ISSUED TO THE HOUSEHOLD

a.

C.

Click Print Benefits to view or generate a receipt of food items issued to the Household. The Generate
EBT Receipt Report screen displays.

Select one of the following Report Destination options to specify the destination of the generated
receipt and then click OK:

e Display on Screen — Click this option to display the receipt on the computer’s monitor after the
receipt is generated.

e Send to Printer — Click this option to send the receipt to the selected output printer.

e Save as PDF — Click this option to save the receipt as a PDF file after it is generated.

NOTE: If you selected:

e Display on Screen: Click Close after you ate finished viewing the receipt information.
You are then returned to the Aggregated Issuance for EBT Account screen.

e Send to Printer: A receipt of food items issued to the Household is sent to the selected
printer and you are returned to Aggregated Issuance for EBT Account screen. If you
have not set your default printers prior to clicking OK, the Set Default Printers screen
displays prompting you to set default printers. Select a printer for each option and then
click OK. Now, a receipt is sent to the selected printer and you are returned to Aggregated
Issuance for EBT Account screen.

e Save as PDF: Browse to the desired location and click Save. A copy of the receipt is
saved to the selected location and you are then returned to the Aggregated Issuance for
EBT Account screen.

Click Close to dismiss the Aggregated Issuance for EBT Account screen. The Schedule
Appointments screen displays.

STEP 29: SCHEDULE A FOLLOW-UP APPOINTMENT FOR EACH CLIENT

a.

Select either the Schedule Appointment or Schedule Group Education Class. The Schedule
Appointments for Household screen displays.

Schedule a follow-up appointment for both the woman and the child, completing all required
Appointment Information and clicking OK.

NOTE: The Confirm Scheduled Appointment screen displays for each appointment scheduled.
You have the option of selecting the Generate Appointment Notice check box and specifying
whether you want it printed Now or Later..

Click Close. The Capture Electronic Signature screen displays for the Rights and Responsibilities
statement.
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STEP 30: CAPTURE AN ELECTRONIC SIGNATURE TO CONFIRM THE CLIENTS’ RECEIPT OF THE
RIGHTS AND RESPONSIBILITIES STATEMENT

= |, NOTE: At this time the mother would sign the ePad to acknowledge her receipt of the Rights and
Responsibilities statement.
a.  Click Capture Electronic Signature. The woman’s signature is displayed under Authorized Signature.

b. If the signature is acceptable, click Save Signature. You are returned to the child’s Participant Folder.
You may continue working with the child’s record as necessary.
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Searching for a Client

Scenario Set-up: You will use the Participant List screen to search for a client. A client can be either a WIC
applicant or participant. A WIC applicant is an individual who is applying for participation in the WIC program.
A WIC participant is an individual who has been certified for participation in the WIC program and receives
benefits. Both applicants and participants can be located using the Participant List screen.

The process includes the following system tasks:
e Indicating the view of the database to search using the Where to Search radio buttons
e  Determining the search criteria to apply using one or more group boxes
e Viewing search results and working with the client record(s), if applicable

= |, NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

= |, NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.

Complete the Following Steps to Search for a Client Record:

STEP 1: INDICATE THE VIEW OF THE DATABASE TO SEARCH

a. Display the Participant List screen.

Clinic: ADA WIC CLINIC - Participant List - Local
Eile  Participant List  Activities  Help

R e e W %
WwWhere to Search ) State WIC D O Demographics
O tnste
Last Mame Date of Birth
@ Local O Househald ID
O Statewide First Name Mi 55N

O Appaintments for Taday ©) PaN

Agency Show Details

4/26/2010 1255 PM

Participant List Screen
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NOTE: The Participant List screen displays upon the completion of the Login process. The
Participant List table displays clients as determined by the search criteria applied to the list. Until a
search is conducted, no content displays in the Participant List table.

_I|"

b. Select one of the following Where to Search options to indicate which view of a database to search:

e  On-site — Click this option to indicate that only clients who WIC staff have marked as being
physically present at the Clinic of Operation should be included in the search.

e Local — Click this option to indicate that only clients assigned to the Clinic of Operation should be
included in the search.

e  Statewide — Click this option to indicate that all clients in the state should be included in the search.
e Appointments for Today — Click this option to indicate that only clients who have appointments

scheduled for the current date at the Clinic of Operation should be included in the search.

=1, NOTE: The Clinic of Operation refers to the clinic you selected during the Login process.

STEP 2: DETERMINE THE SEARCH CRITERIA TO APPLY

a.  Select one of the following group box options and complete the associated information:

e State WIC ID — Select this option, and then enter a State WIC ID in the box to search for a client's
State WIC ID.

e  Household ID — Select this option, and then enter a Household ID in the box to search for clients
with a specific Household ID.

e PAN # — Select this option, and then swipe an EBT card through the card reader to search for
clients with a specific PAN #.

e  Demographics — Select this option, and then complete one or more of the following fields to search
using demographic information:

o Last Name — Enter a complete or partial last name for which to search. Try to provide as much
of the name as possible. The more letters provided, the more specific the search will be, and the
less time it will take to complete.

o  First Name — Enter a complete or partial first name for which to search. Try to provide as much
of the name as possible. The more letters provided, the more specific the search will be, and the
less time it will take to complete.

o MI — Enter a middle initial for which to seatch.
o Date of Birth — Enter or select a date of birth for which to search.
o SSN — Enter a social security number for which to search.

o Agency — Select a WIC agency in which to search.

= |, NOTE: The PAN # can be entered manually if necessary. All EBT cards for your State will begin
with the same eight (8) digits. Therefore, you only need to enter the last eight (8) digits and you can
omit any leading zeros (0) as well. For example, if the PAN # is 5482 2839 0001 3409, then you
only need to enter 13409. You can omit the 3 digits preceding 13409 because they are zeros (0).
While manual entry of the PAN # is permitted, it is recommended that you always swipe an EBT
card through a card reader to prevent manual entry errors.
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NOTE: Click Clear to clear and reset the seatch information as necessaty.

STEP 3: VIEW THE SEARCH RESULTS AND WORK THE CLIENT RECORD(S)

Click Search to apply the specified search criteria.

NOTE: The content of the Participant List table is refreshed to display clients whose
information matches the specified search criteria. If the client for which you are searching is not
displayed in the table, you can repeat the steps above, as necessary, until the client is located or until
all search options have been exhausted.

NOTE: If you searched by PAN #, the Toggle Applicant/Participant On-site screen displays
enabling you to mark the client on-site, if desired. To complete the Toggle
Applicant/Participant On-site screen:

a) Mark the Toggle Applicant/Participant On-site check box.

b) Click OK to process the screen.
Regardless of whether you marked the client on-site or clicked Cancel to dismiss the Toggle
Applicant/Participant On-site screen, you ate directed to the View Appointments for Date
screen. If the client has a scheduled appointment, you may indicate that the client has kept their
scheduled appointment. To complete the View Appointments for Date screen:

a) Select the row displaying the client’s name in the Schedule Appointments table.

b) Click Mark as Kept to indicate the client has kept their scheduled appointment. The

selected row is updated to display the action.

c) Repeat the previous step to indicate other members of the same Household have kept their
appointments as well, if applicable. Once you have finished, click Close to dismiss the
View Appointments for Date screen.

Regardless of whether you updated the View Appointments for Date screen or clicked Cancel to
dismiss the View Appointments for Date screen, you are returned to the Participant List screen.

NOTE: Seclect a row in the Participant List table and click Show Details to display additional
information for the selected client. When you are finished viewing the additional information, click
Hide Details to hide the additional client information.

NOTE: Click Clear to clear and reset the search information as necessaty.
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Replacing an EBT Card

Scenario Set-up: A participant requests one of her current EBT cards be replaced with a new EBT card. EBT
cards may need to be replaced periodically due to an EBT card being in poor condition or due to the Household
misplacing the EBT card. In this case, assume the participant’s current EBT card is in poor condition and you
would like to replace it with a new EBT card.

The process includes the following system tasks:
e Deactivating the current EBT card using the Benefit Management menu
e Assigning a replacement EBT card using the Benefit Management menu
e  Sending (or transmitting) the updates to the EBT system

= |, NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

= |, NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the scteen's function and describes its content.

Complete the Following Steps to Replace an EBT Card:

STEP 1: DEACTIVATE THE CURRENT EBT CARD

a.  Search for the client’s record and open the client’s Participant Folder. (For more detail, see the
Searching for a Client scenatio or press the F1 key to display system help.)

- 34 Year(s) - WIC ID:8sis Household 1Dz
Fle Parbopant Activites Chedk Management Document Imagng  Help

PR b BWerOBES

Health Information Nutrition Edueation Referrals Incame History Checks History Appainments

t HTAWT/Blood Food Prescription Risk Factors WVENRA
- - - - - ~ =4
Last Firat MI[ | BithDale| 3201572 w| Gender 5
Address | | WwAC Category | PREGNANT w =_-':_
Courty |ALFALFA ~ City |[ALINE - =11 | =
B ) i i z
Tate |OK | ZIP | 55555-0000 | Email | (Capy Da.‘m;m;hr—:l [Rbc&":imml %‘-:
Tail £
; £
Address £
Same 38 : =
G City [ALINE Seale [OK | ZIP | 55555-0000 | =
]
) H
[] Homeleas 10 Froof v 5
Date Verified | Fixed Mighttime Location ; ) R
- Residency Proof »
. . Physically Presant
Teleghone 1 - I Comment ] © Yes © Ho Reazon Mot Present
Telephane 2 - Comment =
Maiden Name -
Laat | | Eirst 1w | e
. ™ Living with Foster Pareni{s)
Clinic Assigned | ARDMORE WIC CLINIC v Staff Member | |

5/28/2006 5 15PN

Participant Folder Screen

a1



EBT CLINIC SITE REFERENCE GUIDE

b. On the Benefit Management menu, located on the menu bar at the top of the Participant Folder, click
EBT Household Demographics to manage EBT Houschold data. The EBT Household
Demographics screen displays.

EBT Household Demographics [E

Househaold ID: 70000101
Phone #:  555-123-4567
Address: B8 ANYWHERE LAME
Ciy:  STOMEWALL
State: 0K
ZIF: 12345-6783
Clinic: 07 - AD&WIC CLINIC
Frimary Cardholder: — State WIC 1D: 00771955, JANE DOE

Setbs Primarny ] [ Agzign Card ]

EBT Household Members
State WIC 1D Mame Date of Birth Phone # Card Humber

JOHN DOE ]

00771955 JAME DOE /15419828 E0E31E5550003646
Authorized Rep: JAME DOE mA5M19a28 555-123-4567
Authorized Rep: MELISSA GREEN 104041591 555-123-4567
Authorized Rep: AMY MILLER 071241383 5551234567 G063165550003653

Status: EBT update needed Send EBT Data ] [ E it

EBT Household Demogtaphics Screen

NOTE: The EBT Household Members table displays the names of all Household members at
the top of the grid followed by the information you entered for each Household member’s
Authorized Representative, Alternate Authorized Representative, and Proxy information. You can
distinguish Household members from Authorized Representatives by viewing the information
displayed under the State WIC ID column. The system displays a State WIC ID number for each
Household member whereas it displays Authorized Rep for everyone else.

c.  While still on the EBT Household Demographics screen, select the row in the grid that displays the

EBT card number you intend to replace and then click Deactivate Card to deactivate the current EBT
card. Once Deactivate Card is clicked, the screen is updated and the current EBT card number is
cleared from the list.
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STEP 2: ASSIGN A REPLACMENT EBT CARD

a.  While still on the EBT Household Demographics screen, with the same row in the grid selected, click
Assign Card to assign a replacement EBT card. The Assign Card screen displays.

Assign Card

Card Member
VICTORIA | LIGHTHOUSE

Swipe Card or Type PAN

| |
| |

L Save J L Cancel J

Assign Card Screen

b. Swipe an unassigned EBT card through the card reader. The Primary Account Number (PAN #)
displays in the Swipe Card or Type PAN field.

NOTE: The PAN # can be entered manually if necessary. All EBT cards for your State will begin
with the same eight (8) digits. Therefore, you only need to enter the last eight (8) digits and you can
omit any leading zeros (0) as well. For example, if the PAN # is 5482 2839 0001 3409, then you
only need to enter 13409. You can omit the 3 digits preceding 13409 because they are zeros (0).
While manual entry is permitted, it is recommended that you always swipe an EBT card through a
card reader to prevent manual entry errors.

c. Click Save to assign a card number to the selected individual and to return to the EBT Household
Demographics screen. The screen is refreshed to list the Card Number entered.

43



EBT CLINIC SITE REFERENCE GUIDE

EBT Household Demographics

Houzehold ID: 70000101
Fhone #:  555-123-4567
Address: B8 ANYWHERE LANE
City:  STOMEWALL
State: 0K
ZIF:  12345-6789
Clinie: 07 - ADAWIC CLINIC
Frimary Cardholder:  State WIC |D: 00771955, JAME DOE

Set &z Brimary Aszsign Card Deactivate Account

Fhone #
555-123-4567

EET Househald Members
State WIC 1D | Mame
00771954

00771955

Diate of Birth
03/02/2007

Card Mumnber

JAME DOE E
Authorized Fep: JANE DOE 071241983 565-123-4567
Authorized Rep: MELISEA GREEN 071241989 BE5-123-4567
Authorized Fep: AMY MILLER 071241989 BE5-123-4567

E063165550003653

Status ; Awaiting Command [ Send EBT Data ] [ Exit

EBT Household Demographics Screen

NOTE: The Status label is updated and displays Replacement Card.

NOTE: A maximum of two (2) EBT cards can be assigned to a Household. You are to assign an
EBT catd to the individual designated as the Primary Card Holder and you can assign one (1)
additional EBT card to another individual.

Once you have finished assigning a replacement EBT card, click Send EBT Data to transmit and update

the information in the EBT system.
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EBT Household Demographics

Househald 1D:
Phore #:
Address:

City:
State:
ZIP:
Clitnie::

Frimnary Cardholder:

700007101

555-123-4567

88 ANYWHERE LANE
STONEWALL

oK

123456783

01 - ADAWIC CLINIC

State WIC 1D: 00771955, JANE DOE

Set &z Brimary Aszsign Card

Deactivate Account

EET Househald Members

State WIC D

| Mame Diate of Birth Fhone # Card Mumnber

00771354

00771955

Authorized Rep:

03/02/2007 555-123-4567

JAME DOE
JANE DOE

071241983 565-123-4567

Authorized Rep:

MELISEA GREEN 071241989 BE5-123-4567

Authorized Rep;

Status ; Awaiting Command

AMY MILLER

071241989 BE5-123-4567

E063165550003653

[ serdERTData | | Exit

EBT Household Demographics Screen

NOTE: The Send EBT Data button is disabled after it is clicked and the Status display in the
lower, left-hand corner of the screen indicates In progress.

Once the task of updating the EBT information is complete, a confirmation screen displays. Click OK to
dismiss the confirmation screen and to return to the Participant Folder. You may continue working with
the participant as necessary.

NOTE: The system automatically dismisses the EBT Household Demographics screen after
you dismiss the confirmation message.
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Completing a Formula Change Using the Food
Adjustment Wizard

Scenario Set-up: You certified a formula fed infant a few days ago and issued 3 months of WIC benefits for the
standard, contract infant formula. The mother redeemed a portion of the infant’s benefit amount for this month
and the infant has consumed some of the formula. After attempting to feed the formula to her infant for several
days, she has found that her infant cannot tolerate it. Her infant’s pediatrician has written a special prescription
for another formula. She is returning to the clinic to exchange the unused cans of formula and the unredeemed
portion of the infant’s benefit amount in order to receive this new formula.

The process includes the following system tasks:

e Completing the Food Adjustment Wizard - Change a food already issued process for a formula food item

NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.

Complete the Following Steps to Complete a Formula Food Item Change:
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STEP 1: COMPLETE THE FOOD ADJUSTMENT WIZARD — CHANGE A FOOD ALREADY ISSUED
PROCESS (FOR A FORMULA FOOD ITEM)

a. Search for the infant's record and open the infant's Participant Folder. (For more detail, see the
Searching for a Client scenario in the Clinic Training Manual or press the F1 key to display system help.)

- 34 Year(s) - WIC ID: Household 1D

Fle Parbopant Activites  Check Management Document Imagng  Help
i Gt . = iy -
PR BRIBED
Health Information Nutrition Education | Aelemals | Income Histery Checks History | Appoinments
iz HTMT/Blosd Food Prescriptian Fisk Fasiors VENA
— S = |
Last | First | W[ | BihDate [ 307972 [w| Gender |: H
Address | . | \AC Category | pREGMANT v i
Courty | ALFALFA ~ City ALINE | s | | il
—_— z
Swate [OK | ZIP | 55555-0000 | Email [Camr Damgltpl'i:s] ’Rbca'afnm| -
Tl =
Address B 2
Sama a2 ; ]
Residence City [ALNE Seate |OK | ZIP | 556550000 £
L L ] £
g
I B
[ Homeless 10 Frosf - 5
Diats Vsifiedd Fixed Mighttime Location : 2
- Residency Procf w
Phwsicaly Present
Telephons 1 - . | Camment G Yoa . Ho Reason Mot Present
Telephane 2 I | Comment
Tavckon Namg i
Last | | First| Tl
[ Living with Fester Parent(s)
Clinie Assigned | ARDMORE WIC CLINIC v|  SafiMember . -
6282006 5:15FM

Participant Folder Screen

b.  On the Benefit Management menu, located on the menu bar at the top of the Participant Folder, click
Food Adjustment Wizard to make adjustments to the previously issued benefit amount. The Food
Adjustment Wizard screen displays.

== Food Adjustment Wizard

Adjustrent Optiohs

(%) Change a food already issued

() Add mare farmula for the curent month

() Void future benefits

Food Adjustment Wizard Screen

c. Seclect the Change a food already issued radio button, then click OK. The Food Category screen
displays.
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= Food Categony

Select a food categom to change.

[ ok, ] [ Cancel ]

Food Category Screen

d. Select a category of Formula.

= Food Category,

Select a food categary to change.

|FDF|MLIL.L‘«

[ Ok ] l Cancel ]

Food Category Screen

e. Click OK to confirm your selection. The Enter Return Quantity screen displays.

== Enter Return Quantity

Farmula:

POWDER

Mumber of Cang Returned:

MESTLE GOOD START PROTECTPLUS 1202

Cancel

Enter Return Quantity Screen

NOTE: If a category of Formula is selected and the infant is marked as breastfeeding on the
Health Information tab, it is required that you verify the infant’s breastfeeding status before you
are able to utilize the Food Adjustment Wizard. Update the Date Breastfeeding Verified field
on the Health Information tab and then tetutn to the Food Adjustment Wizard.

NOTE: The system displays the type of formula initially issued to the infant. Enter the number
of unused cans being returned to the clinic. Do not include the unredeemed formula for this
benefit period. For example, assume the infant was initially issued 10 cans of powdered formula
per benefit period. The infant’s mother redeemed 5 of the 10 cans for the current benefit period.
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i

The infant consumed 3 of the 5 cans purchased resulting in 2 unused cans of formula. Therefore,
in this case, you would enter or select 2 for the Number of Cans Returned.

Enter or select the unused cans returned to the clinic in Number of Cans Returned and click OK to
save your selection. The Select Formula screen displays.

== Select Formula

(%) Contract 10-MNESTLE GO ART PROTECT FLU
10-MESTLE GOOD START GEMTLE PLUS 12 0Z POWDER 5
9-MESTLE GOOD START S50% PLUS 12,9 0Z POWDER =
I -MESTLE GOOD START GEMTLE PLUS 13 02 CONCEMTRATE
26-MNESTLE GOOD START GEMTLE PLUS 32 0Z READY TO FEED b
() Mon-contract
() Special
I OF. l [ Cancel

Select Formula Screen

To complete the Select Formula screen, select Contract, Non-contract, or Special to specify the
appropriate category of formula, and then select the appropriate formula from the chosen list.

Click OK to confirm your selection.

NOTE: If you selected the Special option on the Select Formula screen, the Special
Prescription Item screen displays. To complete the Special Prescription Item screen:

a) Enter or select the Start Date and End Date of the special prescription.
b) Select the Reason for the prescription.
c) Enter the authorizing Physician's Name.

d) Indicate whether the received authorization was verbal or written by selecting the Verbal
check box or leaving it cleared.

e) Click OK to confirm the information you provided.

Regardless of whether the Special option was selected, the Formula Replacement screen
displays.

Enter or select the number of formula cans recovered from the EBT system for the current benefit period
in Amount Recovered.
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== Formula Replacement

Select the Amount FRecovered cell to toggle/edit the amount recovered.

Select the Cans ta Issue cell to taggle/edit the additional cans to issue. Click Refresh to recalculate the number of cans available to issue.
Cans of
Benefit Period Formula (oA} Al Eztcbg::lﬁ:ﬁed ) E:gsxgtli?&;:j el e i B
lzsued Returned Recovered Awailable Byailable to
Unces Ounces i lssue
02/23/2010 - 03/2.. |MESTLE GOOD START .. |10 2 174.00 10 870.00 1044.00 10 1]
03/23/2010- 04/2.. | NESTLE GOOD START .. |10 0 0.00 10 870.00 870.00 ] 0
04/23/2010- 05/2.. | NESTLE GOOD START .. |10 0 0.00 870.00 £70.00 2 0

[ Send EBT Data ] [ Cancel

NOTE: The Amount Recovered field defaults to the amount of formula remaining in the EBT
system for the current benefit period. For example, assume 10 cans of formula were issued to the
infant and the mother redeemed 5 cans. Then the Amount Recovered field will display the
remainder which is 5 cans.

In the case of partially breastfed infants, the default amount in the Amount Recovered field may
not accurately display the benefit amount available to the infant. This is the case where the infant
was not issued the maximum benefit amount during the first benefit period. To correct this
matter, you are given the opportunity to modify the amount for the current month. For example,
assume a partially breastfed infant was eligible to receive a maximum of 10 cans of formula per
benefit period, but the mother opted to receive 5 cans instead of the maximum benefit amount.
Then, assume the mother went to the grocery store and redeemed 2 of the 5 cans of formula. In
this case, the amount remaining in the EBT system would be 3 cans. However, the infant would
be eligible to receive a total of 8 cans of formula (3 unredeemed cans + 5 unissued cans).

NOTE: If you modify the defaulted amount in the Amount Recovered ficld, click Refresh to
update the information listed in the Cans of Formula Available to Issue column.

Enter or select the number of formula cans to issue for each benefit month in Cans to Issue.

Formula Replacement

Select the Amount FRecovered cell to togale/edit the amount recovered.

Select the Cans ta Issue cell to toggle/edit the additional cans to issue Click Fefresh to recalculate the number of cans available to issue.
. . Cans of
Benefit Period Formula moufanou E:Lﬂ:gﬂ:ﬁed O] E:gsxgtliﬂ:j loicllices e o
lzsued Returned Recovered &vailable Available to
Ounces Ounces e lssue

02/23/2010-03/2.. NESTLE GOOD START .. |10 2 174.00 10 870.00 1044.00 10 10
03/23/2010 - 04/2... NESTLE GOOD START .. |10 0 0.0a 10 870.00 870.00 8 g
04/23/2010 - 05/2... | NESTLE GOOD START .. |10 0 0.00 10 870.00 870.00 8 3

[ Send EBT Data ] [ Cancel

k. Click Send EBT Data to transmit and update the information stored in the EBT system.
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NOTE: Once Send EBT Data is clicked, the system will do the following:

e Add a food prescription for today’s date consisting of the type and quantity of formula
selected.

e Add a food prescription for tomorrow’s date consisting of the type and quantity of formula
selected unless zero (0) was entered or selected for any future benefit period. In this case,
the system will delete all future-dated food prescriptions and it will add a zero (0) item food
prescription which will require you to add a new food prescription for the infant before the
next set of benefits can be issued. A system message will prompt you to add the new food
prescription the next time the infant’s Participant Folder is opened.

e If zero (0) was entered or selected for any future benefit period, the system will void all
future benefits for every member of the Household and then reissue the benefits for the
Household without formula.

NOTE: Once the EBT system is updated, you will have the opportunity to print a “shopping list”
for the Household that lists the available food items including the newly prescribed formula.
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Completing a Food Item Change (Not Formula)
Using the Food Adjustment Wizard

Scenario Set-up: You certified a child a few days ago and issued WIC benefits that include Lowfat milk. The
child needs soy milk instead. The mother has returned to the clinic and requests that the previously issued milk
item be replaced with soy milk.

The process includes the following system tasks:

e Completing the Food Adjustment Wizard - Change a food already issued process (for a non-formula
food item)

= NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

= |, NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.

Complete the Following Steps to Complete a Non-Formula Food Iltem Change:

STEP 1: COMPLETE THE FOOD ADJUSTMENT WIZARD — CHANGE A FOOD ALREADY ISSUED
PROCESS (FOR A NON-FORMULA FOOD ITEM)

a.  Search for the child's record and open the child’s Participant Folder. (For more detail, see the Searching
for a Client scenario in the Clinic Training Manual or press the F1 key to display system help.)

[ - 34 Yearfs] - WIC IDzosmmsssss Household 10z s
Fle Parbiopant Activities Check Management DocumentImagng  Help

PRS- FRIBED

Nutriticn Education Referrzls Income History Checks Histary Appainments
HT/AWT Blocd Food Prescriphon Fiisk Facioes VERA
i " " ) " o
Last First M| | BinhDate 3301372 | Genger 5
- =
Address | | AT Categery | PREGNANT v g
Ceurty | ALFALFA ~ City | ALINE v e | .
— ) : - . =
Sate [OK | ZIF [55555-0000 | Email Riace/Ethnicty £
F
Mall E
_ g
Address =
Same ax =
b City [ALINE Seate [ OK | ZIP | 55565-0000 =
g
: &
] Homeless 1D Froof w 5
Diate Verified Fixed Mighttime Location = = &
Residency Proof w
Fhysically Frasent
Telephone 1 - | Comment S Faaaon ot Fresent
Telephane 2 - Cammert =
IWaiden Name -
Last | | First 1w I™ Migrant
I Living with Foster Pareni{s)
Clinic Assigned | ARDMORE WIC CLINIC W Staff Member |

5/28/2006 5:15PM

Participant Folder Screen
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b. On the Benefit Management menu, located on the menu bar at the top of the Participant Folder, click
Food Adjustment Wizard to make adjustments to the previously issued benefit amount. The Food
Adjustment Wizard screen displays.

== Food Adjustment Wizard

Adiuztment Options

(#) Change a food already issusd

() Add mare formula

(1 Woid future benefits

Food Adjustment Wizard Screen

c.  Select the Change a food already issued radio button, then click OK. The Food Category screen
displays.

== Food Category

Select a food categomny to change.

| vl

[ Ok ] [ Cancel ]

Food Category Screen

d.  Select the desired food category to change.

“* Food Category

Select a food categary to change.

I |

[ Ok ] [ Cancel ]

Food Category Screen
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f.

g.

Click OK to confirm your selection. The Change Food Issued screen displays.

hange Food lssued

Selectthe Amountto Change cell to toggle/edit the amount recovered.

Benefit Period Food ltem ﬁ?ﬁ:;t ';rg;g?r:ing for lsfa?llaublr:ts -tl'ﬂﬂunt
Houzehold Change
05/21/2010 - 06/20/2010 | GAL 2%, 1% OR FATFREE CHOCOLATE ... | 1.00 1.00 1.00 0.00
05/21/2010 - 06/20/2010 | Low Fat Mill 2.00 200 2.00 0.00
05/21/2010 - 06/20/2010 | QUART(S) 2%, 1% OR FAT FREE MILK 1.00 1.00 1.00 0.00
06/21/20010 - 07/20/2010 | GAL 2%, 1% OR FATFREE CHOCOLATE ... | 1.00 1.00 1.00 0.00
0B/21/2010 - 07/20/20010 | Law Fat Milk 2.00 200 2.00 0.00
0B/21/2010 - 07/20/2010 | QUART(S] 2%, 1% OR FAT FREE MILK 1.00 1.00 1.00 0.00

o

Change Food Issued Screen

NOTE: The Change Food Issued screen displays the amount of food issued to this participant
for the selected food category along with the amount remaining in the EBT system for the
Household.

NOTE: Each cell in the Amount to Change column defaults to zero (0) regardless of the
amount issued to the participant or the amount remaining for the Household. You can change
these amounts as long as:

e the amounts do not exceed the amount issued to the participant
e the amounts do not exceed the amount remaining for the Household

e the participant receives the minimum amounts of food per WIC regulations (i.e.- Food
Package VII participants must receive at least 1 pound of cheese)

Enter or select an amount to change for each row in Amount to Change and click OK to process the
screen. The Replacement Food screen displays.

== Replacement Food

Chooze a replacement food item.

| QUART(S) SO¥ MILK v

[ SendEET Data |

Replacement Food Screen

Select a food item to setve as a replacement and then click Send EBT Data to transmit and update the
information stored in the EBT system.
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NOTE: Once Send EBT Data is clicked, the system will do the following:

_I|"

e Add a food prescription for today’s date consisting of the type and quantity of food item
selected.

e Add a food prescription for each benefit period you adjusted consisting of the type and
quantity of food item selected.

h.  Once the task of updating the EBT information is complete, a confirmation screen displays. Click OK to
dismiss the confirmation screen and to return to the Participant Folder. You may continue working with
the participant as necessary.

= |, NOTE: The EBT system is updated to reflect the changes to the Household’s benefits.
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Adding More Formula to Issued Benefits Using
the Food Adjustment Wizard

Scenario Set-up: You certified a partially breastfed infant a few weeks ago and issued formula for less than the
maximum benefit amount. The infant has consumed all of the formula. The mother has returned to the clinic
and requests more formula be issued for her infant.

The process includes the following system tasks:

e Completing the Food Adjustment Wizard — Add more formula to issued benefits process

= | NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

= . NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.

Complete the Following Steps to Add Formula to Issued Benefits:

STEP 1: COMPLETE THE FOOD ADJUSTMENT WIZARD — ADD MORE FORMULA TO ISSUED
BENEFITS PROCESS

a.  Search for the infant’s record and open the infant’s Participant Folder. (For more detail, see the
Searching for a Client scenario or press the F1 key to display system help.)

Fle Parbopant Activities  Check Management Document Imagng  Help

PR BPRIOBED

Health Infermation Nutrition Edueation Referraly Income History Checks History Appoinments
i HTwT/Blosd Foad Prescriptian Risk Factors VEMA
. . ) ) ) o
Last First Mi[ | EithDate| 32071972 | Gender 3
Address | | AT Category | pREGNANT T i
Courty | ALFALFA, ~ City ALINE e =) | *
— ) e : z
Sate |OK | ZIP | 55555-0000 | Email (Copy B:no;m:hlul [Rmp":?ih'!c')'| §
il ';ﬁ
: g
Address =
Sama a5 -
R City [ALINE Seate | DK | ZIF | B3EE5-0000 =
E
. ®
(] Hemeless ID Prosf - =
Diabe Verified Fixed MNightfime Location = = R
Residency Proof -
F Phwsicaly Present
Telephaone 1 PR | Comment - e P
Telephane 2 - Camment =
[Maiden Name .
Last | | First I CliSos
I Living with Foster Parent{s)
Clinic: Assigned | ARDMORE WIC CLINIC w Staff Membar [ v.

5/28/2006 5:15FM

Participant Folder Screen
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b. On the Benefit Management menu, located on the menu bar at the top of the Participant Folder, click
Food Adjustment Wizard to make adjustments to the previously issued benefit amount. The Food

Adjustment Wizard screen displays.

== Food Adjustment Wizand

Adjuztrment O ptions

") Change a food already issued

(%) &dd mare formula

) Woid future benefits

Food Adjustment Wizard Screen

Select the Add more formula radio button, then click OK. The Add Formula screen displays.

c.
== fdd Formula
Selectthe Additional Cans cell to toggle/edit the additional cans to issue.
Boreii Porind Formul Cans o2 Additinal
EFel Ferno armia |ezued Nallaole Cans
to lssue
04/21/2010 - 05/20/20... Good Start Protect Plus Powder 12 oz, 7 3 0
05/21/2010 - D6/20/20... | Good Start Pratect Plug Powder 12 oz 7 3 0
0642142010 - 07 /20/20... Good Start Protect Plus Powder 12 oz,
Send EET Dats
Add Formula Screen
NOTE: The Cans Available to Issue column displays the maximum number of cans that could
be added (on top of what was already issued) according to the participant’s category, age, feeding

status, and type of formula issued. Your organization may develop specific guidelines regarding the
process of increasing a patticipant’s formula due to efforts to extend breastfeeding duration rates.

It may be a good idea to review your local policies and procedures.

d. Enter or select the number of cans to add for each benefit period in Additional Cans.
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<= Add Formula

Selectthe Additional Cans cell to toggle/edit the additional cans to issue.

Cang .
Benefit Period Faormula ﬁ‘:z;d Available égﬂglonal
to lssue
04/21/210 - 05/20/20... | Good Start Protect Plus Powder 12 oz 7 1} 3
05/21/2010 - 06/20/20...  Good Start Pratect Plus Powder 12 oz, v a 3
06/21/2010 - 07/20/20... | Good Start Protect Plus Powder 12 oz

[ SendEBT Data | [ Cancel

Add Formula Screen

Click Send EBT Data. A confirmation screen displays.

Add Formula

Faormula was added successully,

Add Formula Confirmation Screen

NOTE: The Send EBT Data button is disabled (or turned off) until you enter or select the
number of additional cans to issue.

Click OK to dismiss the Add Formula confirmation screen. You are returned to the Participant Folder
and may continue working with the participant.

NOTE: The system adds a food prescription for today’s date consisting of the newly selected can
total and for each future-dated benefit period you adjusted. If there are future-dated food
prescriptions beyond the benefit period(s) you adjusted, you may need to increase the formula
amounts for these prescriptions as well. To do this, click on the Food Prescription tab and
review the food prescriptions displayed in the tree list. As necessary, select a food prescription in
the list and click Edit. The Edit Food Prescription screen displays. Select the formula item in
the list and click Edit Food Item. The Edit Food Item screen displays. Increase the quantity of
the formula item in Quantity of Item and then click OK. You are returned to the Edit Food
Prescription screen. Click OK to save your changes and to return to the participant’s folder.

59



EBT CLINIC SITE REFERENCE GUIDE

60



REFERENCE GUIDE

Voiding Future Benefits using the Food
Adjustment Wizard

Scenario Set-up: You are interested in voiding one or more future-dated benefits. You will utilize the Food
Adjustment Wizard to accomplish this task.

The process includes the following system tasks:

e Completing the Food Adjustment Wizard — Void future benefits process

= | NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

= | NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.

Complete the Following Steps to Void Future Benefits:

STEP 1: COMPLETE THE FOOD ADJUSTMENT WIZARD - VOID FUTURE BENEFITS PROCESS

a.  Search for the child’s record and open the child’s Participant Folder. (For more detail, see the Searching
for a Client scenario in the Clinic Training Manual or press the F1 key to display system help.)

- 34 Year(s] - WIC ID: S8 Household 1D: S

Fle Partopant Activities Check Management [Dooument Imagng  Help
s b FrIBED
Haalth Information Mutrition Education Refemrals Inc:ome History Checks History Appoinments
i HT /T Blood Foad Prescription Risk Factors VEMA
= = - - « p=
Last First M Birth Date | 32011372 |~ | Gender 5
Sddress | | WAC Category | pPREGNANT - é_
Courty | ALFALFA ~ City |ALINE ~ S5 E
—— ) : ) - ) - =
st [OK | ZIP 555650000 Email Capy Bm;m:hul lﬁa:u'.'-ﬂhmcl)'| H
ail %
. z
Address =
Sa_'ns a8 3
Fesidence City [ALINE Seate [OK | ZIP 558850000 =
g.
) - e
[7] Hometeas D Froaf - E
Dizate Vedified Fixed Nighttime Location : . =
PResidency Procé w
Phiyaically Present
Telephans 1 - . Camment Bt
) ! £ Yo © Ho Feason Mot Present
Telephone 2 - . Camment
Iaiden Name =
Last | | First 1w | liso
I Living with Foster Pargnt[s)
Cliric Assigned | ARDMORE WIC CLINIC v| S Member | ol
5282006 515 FM

Participant Folder Screen
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b. On the Benefit Management menu, located on the menu bar at the top of the Participant Folder, click

Food Adjustment Wizard to make adjustments to the previously issued benefit amount. The Food
Adjustment Wizard screen displays.

= Food Adjustment Wizard

Adiustment Options

() Change a food already issued

(" &dd mare formula for the curent manth

(%) Woid future benefits

Food Adjustment Wizard Screen

Select the Void future benefits radio button, then click OK. The Identify Benefits to Void screen
displays.

= |dentify Benefits to Void

Select Benafits ho Viod

Select Pasticipant N ame
BIAMCA P RODRIGUEZ

r BIANCA P RODRIGUEZ
r BIAMCA P RODRIGUEZ

Benefit Mumber  First Date to Use
00207110 0
0207111

o2z a/M/2008 8/31.52009

Last Date bo Uise
003 843172009

£ 4
Food e on Cumently Selected Benifit
Cuantity
1 [16-0Z) PEG CHEESE
1 DOZEH LARGE WHITE EGGS
* OUNCE[S] WIC &PPROVED CEREAL
2 12 DUMCE FROZEN COMCEMTRATE COMTAIMER[S])J
1

16 OUNCE[S] WHOLE GRAIN BREAD DR APPROVED

[ SendEBTData | [ Cancel

Identify Benefits to Void Screen

Carefully select one or more check boxes in the Select column of the Select Benefits to Void table to
indicate the benefit period(s) to void.

NOTE: Be aware that all food items issued to the participant for the benefit period(s) selected

will be voided. If your intent is metely to change a food item or add more formula to a benefit
month, then use one of the other Food Adjustment Wizard options.
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€.

Click Send EBT Data to transmit and update the information in the EBT system. Once the process of
updating the EBT information is complete, you are returned to the Participant Folder and may continue
working with the selected client as necessary.
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Viewing the EBT Card History for a Household

Scenario Set-up: You are interested in viewing a history of activity concerning the EBT cards related to a
Household. An option for you to query and display card history information stored on the EBT system is listed
in the Benefit Management menu. You will be able to view a list of cards currently or previously associated to
the Household, the date in which the card was activated, deactivated, or reported lost, and an indicator identifying
whether the card was marked as a Primary card for the Household.

The process includes the following system tasks:

e Querying the EBT system and viewing a history of EBT card information associated to the Household
using the Benefit Management menu

= NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

= . NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.

Complete the Following Steps to View the EBT Card History for a Household:

STEP 1: QUERY THE EBT SYSTEM AND VIEW A HISTORY OF EBT CARD INFORMATION

a. Search for the infant's record and open the infant's Participant Folder. (For more detail, see the
Searching for a Client scenario in the Clinic Training Manual or press the F1 key to display system help.)
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Participant Folder Screen
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b. On the Benefit Management menu, located on the menu bar at the top of the Participant Folder, click
View EBT Card History to view a history of EBT card information associated to the Household. The
EBT Card History screen displays.

EBT Card History @

Status

Household ID 00085109
Primary Card Holder ~ Participant. ID: 00812855, T ammy Buysse
Card History
Date Card Number Primary?

5147 5841 000 Activated
04/10/09 5147 5841 0000 8386 Reported Last v
04/10/09 5147 5341 0001 0054 Activated v
04/11/09 5147 5841 0001 0054 Activated r

Close

EBT Card History Screen

NOTE: When View EBT Card History is clicked, the system queties the EBT system behind-
the-scenes and displays the current Household’s associated information in the Card History table.

_||"

NOTE: The information displayed in the Card History table is a view-only and cannot be
modified. If you are interested in managing EBT card information for the current household, click
Close to dismiss the EBT Card History screen. Then on the Benefit Management menu, click
EBT Household Demographics in order to manage the Household’s EBT information.

_||"

NOTE: The information listed in the Date column refers to the date on which some form of
activity occurred with the associated EBT card. Activating or deactivating a card are examples of
activities. The activity itself is listed in the Status column.

_||"

NOTE: Click Close when you are finished viewing a history of EBT card information associated
with the Household and to return to the Participant Folder of the currently selected Household
member.

_||"
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Printing the EBT Account Balance for a
Household

Scenario Set-up: You are interested in printing the current month’s balance of benefits remaining for a
Household including the issued balance for future months. An option for you to query and print benefit
information stored on the EBT system concerning the Household’s available balance is listed in the Benefit
Management menu.

The process includes the following system tasks:
e Querying the EBT system and printing the account balance associated to the Household using the Benefit

Management menu

= |, NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

= |, NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.

Complete the Following Steps to Print the EBT Account Balance for a Household:

STEP 1: QUERY THE EBT SYSTEM AND PRINT THE ACCOUNT BALANCE

a.  Search for the infant's record and open the infant's Participant Folder. (For more detail, see the Searching
for a Client scenario in the Clinic Training Manual or press the F1 key to display system help.)

- 34 Year(s) - WIC ID:SSSSSSS Household 1D: S

Fle Partiopant Activities Check Management Document Imegng  Help
4 |5 =
PR -FROGED
Health Information Nutritien Education Referraln Incoms Histery Checks History Appoinmenits
| Den HTANT/Blosd Foad Prescripban Risk Factors WENA
. . . ) ) g
Last First M Birth Diate | 32011972 w | Gender 3
B =
Address | | WwAC Category [pREGMANT v g
Courty |BLEALFA = City [ALINE - S5H | "
S ——— ) i = z
Swmte |OK | ZIP | 55555-0000 | Email Copy De.‘\o;ra:hu] [%ca"&htcly| %
Mail B
: g
Address =
Sama a3 -
Residence City [ALINE State [OK | ZIP | 55555-0000 3
s
; ) &
[ Homeless D Froaf v 5
Date Verifisd Fixed Mighttims Location | : X 2
Residency Procf w
Phisiealy Progen
Telephans 1 - . Camment Ikan Poeet
S r Yes © Mo Rezson MNet Presant
Telephone 2 - Comment =
Maiden Name
T ! T ™ Migrant
Last First i 2
I Living with Foster Parent(s)
Clinic: Assigned | ARDMORE WIC CLINIC v| St Member | ~|
/282006 5:15 FM

Participant Folder Screen
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On the Benefit Management menu, located on the menu bar at the top of the Participant Folder, click
Print EBT Account Balance to print the available benefit balance information associated to the
Household. The Generate Account Balance Report screen displays.

M Generate Account Balance Report @

Report Destination

(®) Display on Screen (O Send to Printer () Save as PDF

L oK ] [ Cancel l

Generate Account Balance Report Screen

Select the Display on Screen, Send to Printer, or Save as PDF option in the Report Destination
group box to specify the manner in which to output the information. .

Click OK to process the Generate Account Balance Report screen and to return to the Participant
Folder.

NOTE: Regardless of the output option you selected, the system generates an aggregated, benefit
balance for the Household in real-time. In other words, instead of displaying each member’s
available benefits separately, the system displays the cumulative total of benefits for all Household
members by food item for each benefit month. For example, assume the Household consists of 3
members and each member was issued 4 gallons of skim milk for the current month (12 gallons).
Further assume that, so far, the Household has redeemed 2 gallons of milk. In this case, when you
print the account balance, an aggregated (or total) amount of 10 gallons of skim milk displays for
the Household for the current month.

NOTE: The information displayed in the account balance output is view-only and cannot be
modified. If you are interested in adjusting the items or quantity of items issued to the Household
for the current month or future months, click Close to dismiss the Account Balance screen.
Then on the Benefit Management menu, click Food Adjustment Wizard in order to make
adjustments to the Household’s benefits, if applicable.

NOTE: If you selected the Display on Screen option, click Close when you are finished viewing
the Household’s account balance and to return to the Participant Folder of the currently selected
Household member.
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Viewing the EBT Transaction History for a
Household

Scenario Set-up: You are interested viewing the history of activity for a Household. An option for you to query
and view information stored on the EBT system is listed in the Benefit Management menu.

The process includes the following system tasks:
¢ Querying the EBT system and viewing the transaction history associated to the Household using the

Benefit Management menu

= | NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

= |, NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.

Complete the Following Steps to View the EBT Transaction History for a Household:

STEP 1: QUERY THE EBT SYSTEM AND VIEW A HISTORY OF EBT CARD INFORMATION

a.  Search for the infant's record and open the infant's Participant Folder. (For more detail, see the Searching
for a Client scenario in the Clinic Training Manual or press the F1 key to display system help.)
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Participant Folder Screen
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b. On the Benefit Management menu, located on the menu bar at the top of the Participant Folder, click
View EBT Transaction History to view benefit redemption activity associated to the Household for a
specified date range. The EBT Transaction History screen displays.

EBT Transaction History E] @@

Household ID 00085109
Primary Card Holder ~ Participant. ID: 00812855, T ammy Buysse

Start Date End Date

Transaction History (03112008 v | pa21s2008 v
Date Time | Type D | Transaction Type

ard Activat
03/13/09 10:18 am 2m Benefit Add
03/15/09 7.57 pm 301 Purchase Initiation
03/15/09 8:04 pm 305 Purchase Completion
03/18/09 11:12 pm 309 Balance Inquiry
03/18/09 11:14 pm 208 Targeted Recovery
03/20/09 12:00am 993 Expired Benefits

View Details

EBT Transaction History Screen

= |, NOTE: Upon opening the EBT Transaction History screen, the Transaction History table
L displays the Household’s redemption activity for the current month benefit period to today’s date.

c.  Enter or select the Start Date and End Date of the benefit range to view.

= |, NOTE: The system automatically queries the EBT system and refreshes the Transaction
L History table when you modify either the Start Date or End Date values.

d.  Once you have displayed the desired range of information, select a row in the table and click View

Details to view an itemized description of the selected transaction. The EBT Transaction History Details
screen displays.

EBT Transaction History E] @

Household ID 00085109
Primary Card Holder ~ Participant. ID: 00812855, T ammy Buysse
Transaction 3715709 8:04 pm Purchase Completion

Transaction Details

Category

| Sub-Category Quantity

hilk. 16.0 quarts
001 WIC &pproved Cheese
002 Tuna 2.0 cans

000 Fruit and Yegetable $4.33

Close

EBT Transaction History Details Screen
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NOTE: The information displayed in the Transaction Details table is view-only and cannot be
modified. If you are interested in adjusting the items or quantity of items issued to the Household
for the cutrent month or future months, click Close to dismiss the EBT Transaction History

screen. Then on the Benefit Management menu, click Food Adjustment Wizard in order to
make adjustments to the Household’s benefits, if applicable.

NOTE: Click Close when you ate finished viewing the selected transaction details and to return
to the EBT Transaction History screen of the currently selected Household membert.
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Changing a Client's Household ID Number to that
of a New Household

Scenario Set-up: A foster mother arrives in clinic and states that a child has been placed in her care. She is
interested in being the authorized representative for this child. Assume that the child is a participant at your clinic
location and is in a valid certification. In addition, assume that the foster mother has the necessary
documentation to complete this change. You will give the child a new Household ID.

The process includes the following system tasks:

e Completing the EBT Household Change Guided Script process

o

@)

o

@)

o

Opening the Patticipant Folder and beginning the Change Household ID process
Determining the new household

Removing current benefits

Removing cards

Adding benefits to the new household

e  Updating the Authorized Representative information on the Additional Info 2 sub-tab

NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.

Complete the Following Steps to Change a Client's Household ID Number to That of a New

Household:
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STEP 1: OPEN THE PARTICIPANT’S FOLDER AND BEGIN THE CHANGE HOUSEHOLD ID PROCESS

a.  Search for the child's record and open the child's Participant Folder. (For more detail, see the Searching
for a Client scenario or press the F1 key to display system help.)

- 34 Year(s) - WIC ID: Household 1D
Fle Partopant Activities Check Management DooumentImagng  Help

P k- PRIOGED

Health Information Mutrition Education | Referrals | Incoms History Checks History Appoinments

= i HTMT/Blosd Food Prescriptian Fisk Fasiors VENA
Last First W[ | BihDate [ 307972 [w| Gender |: ]
Address | | \AC Category | pREGMANT v i
Courty | ALFALFA ~ City ALINE | s | | B
— x
Sate (DK | ZIF 558550000 | Email [Cawﬂamqmph:s] [Feuwah-.;w| £
Tl =
Address “ 2
Sama a5 . =
Resdence City [ALINE Seale | OK | ZIP | GSEE5-0000 £
[OK | AP | | £
E
a
[] Homeleas ofrcsf [ ¥ 5
i | z

Diate Vesified ]Fixed Mighttime Location o -
idency »

) Phwaicaly Present
Telephane 1 L - - | Comaent L | € Yoz € Ho Reason Mot Present
Telephane 2 S | Cainment | b
Iadcen Name r
— Migraea
Last | | First | i o
[ Living with Fester Parent{s)
Clini Assigned | ARDMORE WIC CLINIC v|  SeffMember b

5/28/2006 5:15FM

Participant Folder Screen

b.  On the Participant Activities menu, located on the menu bar at the top of the screen, click Change
Household ID. The EBT Household Change Guided Script screen displays.

EBT Household Change Guided Script
File Guided Script

EBT Household Change Guided Script
[ Determine MNew Household

Remove Current Benefits

O
[ Bemove Cards
]

Add Benefits to Mew Household

Cancel

EBT Household Change Guided Script Screen

= NOTE: The EBT Household Change Guided Script screen “guides” you through a seties of
screens (ot steps) in order to complete the process of changing the Household ID number. Begin
by clicking the Determine New Household guided script option. After each step in the process
is complete, a red check mark displays in the check box next to the completed link.
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NOTE: Click Cancel to cancel the process at any time and to return to the Participant Folder.
However, once the process is started the Participant Folder is ‘locked” and no changes can be made

until the Change Household ID process is complete.

c. Click the Determine New Household script option. The Change Household ID screen displays.

- Change Household 1D

Cument Hausehaold Information
Household 1D "
Lddrege el
City -
Telephana 1 5B5-5B5-5432

|__Find Bxeting Housebwid |

[ Create New Household |

| w10 Change Histoy |

[ Close I

Change Household 1D Screen

NOTE: The client's cutrent information is displayed under Current Household Information.

STEP 2: DETERMINE A NEW HOUSEHOLD FOR THE PARTICIPANT

a. Click Create New Household. The Create New Household screen displays.

4 Create New Household

Address ||
Counky | | Ciy
State 20 |
LET]
Address | |
ame as
Rezidence Cit_l,ll | State -5 |:|
Howy Heard about wIC | v |

Telephote 1 I:I Comment|

Telephote 2 I:I Camment |

Houszehold Language

Languagel |English hd | Read Spoken

Language? | hd | Read Spoken

[] Meed Interpreter

Reazon for 1D Change |

I Ok l [ Cancel

Create New Household Screen

b. Complete the Create New Household screen by entering data related to the new Household, then click

OK to process the screen. You are returned to the Change Household ID screen.
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C.

& Change Household ID

Current Houzehold Information [ ]
Find Exizting Houszehold
Hauzehald 1D FOOOOO7T - 1
Address 2 WESTEBROOEK VILLAGE L Create Mew Housshold ]
City DUNCAN ’_ Wiew |D Change History ]
Telephone 1 B80-555-5555 [ Clnse ]

Change Household ID Screen

NOTE: The client’s new Household information is displayed under Current Household
Information.

Click Close to dismiss the Change Household ID screen. The EBT Household Demographics
screen displays.

EBT Household Demographics

Household ID: 70000077
Phone #:  580-555-5555
Address:  275WESTBROOK VILLAGE
City:  DUMCAN
State: 0K
ZIF: 834959847
Cliniez 01 - ADAWIC CLINIC
Primary Cardholder:  Authorized Rep: LORI LONG

[ Set Az Primary ] [ Agzign Card Dreactivate Account

EET Househaold Members

State WIC 1D | Name Date of Birth Phone: # Card Mumber
ATHY MILLER 06414/ 5555555

Status: EBT update needed [ Send EBT Data ] [ E it

EBT Household Demographics Screen

Complete the EBT Household Demographics screen, gathering as much information as possible. (For

more detail, see the Issuing EBT Benefits — Setting up the EBT Account for a Household scenatio or
press the F1 key to display system help.)
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NOTE: The purpose of completing EBT Household Demographics screen at this stage of the
process is to set up a separate EBT account for the new Household you are establishing.

Once you have finished updating Authorized Rep information, designated the Primary Card Holder, and
assigned EBT catds to the Household, click Send EBT Data to transmit and update the information in

the EBT system.

Once the task of updating EBT information is complete, the Capture Signature for Card screen
displays. Click Capture Electronic Signature to capture the client's signature indicating the receipt of

the EBT card(s).

Capture Signature for, Cand

Flease capture the authorized signature for the following card.

BOBZ1EEE50003562 - WICTORIA J LIGHTHOUSE

This signature indicates that the participant haz received the EBT card.

Autharized Signature

Sighature:

LCapture Electronic Signature ]

Save Signature ] [

Close

x]

Capture Signature for Card Screen

After a signature is obtained, click Save Signature to save the client’s signature. You are returned to the

EBT Household Change Guided Script screen.

EBT Household Change Guided Script
File Guided Script

EET Househaold Change Guided Script
[% Determine MNew Household

O Bemowe Current Benefits

[ Bemove Cards

[1 AddBEenefits to New Househald

Cancel

EBT Household Change Guided Script Screen

NOTE: A red check mark is displayed on the screen indicating you have completed the associated

step of the process.
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STEP 3: REMOVE CURRENT BENEFITS

a.

Click Remove Current Benefits to move the client’s benefits, currently associated to the former EBT
account, into the newly established EBT account. The Void/Replace Benefits for EBT Account
screen displays.

Yoid/Replace Benefits for EBT Account

Houzehald [D: 70000076 Frimary Cardholder: Authorized Rep: LORI LOMNG
State Wwic 1D Mame Card Mumber L
YERA LONG
00771898 DOUG LOMG
00771853 CATHY MILLER
Authorized Rep: LORI LOMG E063165550003954
v
Benefits for Current Month Benefits to Remove for Curent Month
Food lzzued Fiemaining Feturned | UOKM ~ Category SubCategory Quantity | LOKM -
2.00 2.00 0.00 | Pound 001 Cheese in 8 or 16 0z... 1.00 | Pound
03-001 Eggs 200 200 0.00 | Dozen 03 Eggs 001 Fresh eggs in Dozen... 1.00 | Dozen
05-001 Cereal [Adult] 7200 7200 0.00 | Dunce 05 Cereal [Adult] 001 Breakfast Cereal - h... 36.00 | Ounce
06-001 Legumes 1.00 1.00 0.00 | Cont 0E Legumes 001 Peanut Butter 18 oz 1.00 | Cont
16-002 Breads whole Grains 4.00 4.00 0.00  Ounce 16 Breadswhole Grains | 002 Bread - 100% Whole... 2.00 | Dunce
19-000 Fruit & Yegetables C... 12.00 12.00 0.00 $3% 19 Fruit & Wegetables Ca... | 000 Fruit and Yegetables... B.00 | $3%
52-001 ilk Low fat 200 200 0.00 | Gal 52 Milk. Low fat 001 Lawy Fat bilk 200 | Gal
52-101 Milk Low fat 1.00 1.00 0.00 | Gal 52 Milk. Low fat 101 QUARTIS) 2%, 1% ... 1.00 | Gal v
Status: Awaiting Command Send EBT Data ] [ Cancel ]

Void/Replace Benefits for EBT Account Screen

NOTE: The former Household’s information is displayed near the top of the screen. Issuance

information associated to the former Household for the current month is displayed in the Benefits

for Current Month group box.

NOTE: Only benefits items that are eligible to be removed are displayed in the Benefits to
Remove for Current Month group box. Certain benefit items issued to the former Household
may not be removed and associated to the newly established Household. For example, assume a
Household that included an infant was issued eggs. Then, assume the infant was removed from
the Household and a new Household was established for the infant. It would be inappropriate to
move eggs into the Household associated to the infant since infants are not permitted to receive
eggs per federal WIC guidelines.

NOTE: The amount initially displayed in the Quantity column of the Benefits to Remove for
Current Month group box is determined by dividing the amount remaining for each benefit item
by the number of participants issued benefits in like Categories and Subcategories during the
benefit period and rounded down. For example, assume 3 Household members were issued
Whole milk and 13 gallons of milk remained in the EBT system. If 1 member of the Household
wetre moved into a new Household, the initial amount displayed in the Quantity column would be
4 (13/3 = 4 with 1 remaining). The patticipant being removed from the Household receives an
equal portion of each benefit item minus any remainders.
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In the Quantity column of the Benefits to Remove for Current Month group box, enter or select the
amount of items to remove from the former Household and to associate to the newly established
Household.

NOTE: Click Reset to return the amounts displayed in the Quantity column to their initial
values.

Click Send EBT Data to transmit and update the information stored in the EBT system. Once the
process of updating the EBT system is complete, you are returned to the EBT Household Change
Guided Script screen.

EBT Household Change Guided Script |Z||§|E|
File Guided Script

EBT Household Change Guided Script
@ Determine Mew Household

[é Bemowve Current Benefits

(| Bermowe Cards

(| Add Benefits to Mew Household

Cancel

EBT Household Change Guided Script Screen

NOTE: A red check mark is displayed on the screen indicating you have completed the associated
step of the process.
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STEP 4: REMOVE CARDS

a. Click Remove Cards. The EBT Household Demographics screen displays.

EBT Household Demographics

Hougehold ID: 70000076
Phone #: 580-635-4654
Addiess: 4875 RED BIRD LANE
Citw.  STOMEWALL
State: Ok
ZIF 333333333
Clinic: 01 - AD&WIC CLINIC
Frimary Cardholder:  Authorized Rep: LORI LONG

[ Set Az Primary ] [ Agzign Card Dreactivate Account

EBT Household Members
State WIC 1D 4| Name [rate of Bith Phone # Card Mumber

00771892 DOUG LOMNG 05/04/20028 5B0-635-4654
Authorized Rep: LORILOWG 08/08/1978 BB0-635-4654 EOE31E5550003924

Statuz : Awaiting Command [ Send EBT Data ] [ E xit

EBT Household Demographics Screen

b. Complete the EBT Household Demographics screen, gathering as much information as possible. (For
more detail, see the Issuing EBT Benefits — Setting up the EBT Account for a Household scenario or
press the F1 key to display system help.)

NOTE: You are given the opportunity to update the EBT Household Demographics screen
for the former Household if necessary. Pay close attention to the Status label. If it indicates
‘Awaiting Command’, then you are not required to transmit any information to the EBT system for
the former Household. Simply click Exit to dismiss the EBT Household Demographics screen.
On the other hand, if the label indicates EBT update needed, update the screen as necessary and
click Send EBT Data to update the EBT system.

c. Click Send EBT Data to transmit and update the information stored in the EBT system. Once the
process of updating the EBT system is complete, you are returned to the EBT Household Change
Guided Script screen.
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EBT Household Change Guided Script
File Guided Script

EBT Houzehold Change Guided Script
[é Determine Mew Househald

[é Bemove Current Benefits

[é Bemove Cards

[0  AddBenefits to New Househald

Cancel

EBT Household Change Guided Script Screen

NOTE: A red check mark is displayed on the screen indicating you have completed the associated

step of the process.

STEP 5: ADD BENEFITS TO THE NEW HOUSEHOLD

a.

Click Add Benefits to New Household to complete the process of removing benefits from the former
Household and adding them to the newly established Household. The Aggregated Issuance for EBT

Account screen displays.

¥ figgregated Issuance for, EBT Account

Electronic Benefits

April: 472322010 theu 5722724110

Tw0 Z00K HOUSEHOLD TOTAL

1.00 1.00

- Fresh eggs in Dozen Cartans
05001 - Breakfast Cereal - hot and cold 36.00
05-007 - Pearut Butter 18 0z 1.00
16-002 - Bread - 100°% Whole Grain 2.00
19-000 - Fruit and Yegetables - Cash Value Benefit 6.00
52001 - Low Fat Milk 2.00
52-101 - QUART(S) 2%, 1% OR FAT FREE MILK 1.00

-GAL 2%, 1% OR FATFREE CHOCOLATE MILK

- B4 oz Liquid Juice

Status . Awaiting Command Print Benefits

[ SendEBT Data J [ Cancel

Aggregated Issuance for EBT Account Screen

Review the food items listed in the Electronic Benefits table. Click Send EBT Data to transmit and
update the information stored in the EBT system. Once the process of updating the EBT system is
complete, you are returned to the Aggregated Issuance for EBT Account screen and the Status label is

updated to indicate the result.
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%= hpprepated Issuance for EBT Account |

Electronic Benefits

April: 472372010 thea 572272010

Tw0 ZOOK HOUSEHOLD TOTAL

02-001-C 116 oz ges 1.00

Fresh eggs in Dozen Cartons
05-001 - Breakfast Cereal - hot and cald 36.00
06001 - Peanut Butter 18 oz 1.00
16-002 - Bread - 100% Whole Grain 2.00
19-000 - Fruit and “Wegetables - Cash Value Benefit B.00
52001 - Low Fat Milk 2.00
52101 - QUART(S] 2%, 1% OR FAT FREE MILK 1.00
GAL 2%, 1% OR FATFREE CHOCOLATE MILE.
64 oz Liquid Juice

Status © lssuance Received, S ucoess) Frirt Berefits Send EET Data

Aggregated Issuance for EBT Account Screen

c. Click Print Benefits to view or generate a receipt of food items issued to the Household. The Generate
EBT Receipt Report screen displays.

M Generate Benefit Report

Repoart Destination

(%) Digplay on Screen () Send to Printer () Save as FDF

L [u]:8 J [ Cancel

Generate Benefit Report Screen

d.  Select one of the following Report Destination options to specify the destination of the generated
receipt and then click OK:

e Display on Screen — Click this option to display the receipt on the computer’s monitor after the
receipt is generated.

e Send to Printer — Click this option to send the receipt to the selected output printer.

e Save as PDF — Click this option to save the receipt as a PDF file after it is generated.

[%} NOTE: If you selected:
e Display on Screen: Click Close after you are finished viewing the receipt information.
You are then returned to the Aggregated Issuance for EBT Account screen.

e Send to Printer: A receipt of food items issued to the Household is sent to the selected
printer and you are returned to Aggregated Issuance for EBT Account screen. If you
have not set your default printers prior to clicking OK, the Set Default Printers screen
displays prompting you to set default printers. Select a printer for each option and then
click OK. Now, a receipt is sent to the selected printer and you are returned to

82



REFERENCE GUIDE

Aggregated Issuance for EBT Account screen.

e Save as PDF: Browse to the desired location and click Save. A copy of the receipt is
saved to the selected location and you are then returned to the Aggregated Issuance for
EBT Account screen.

Click Close to dismiss the Aggregated Issuance for EBT Account screen. The EBT Household
Change Guided Script screen displays.

EBT Household Change Guided Script
File Guided Script

EET Household Change Guided Script

Determine MNew Househald

Bemowve Current Benefits

Bemowve Cards

KRR RRK

Add Benefits to New Househaold

Cloge

EBT Household Change Guided Script Screen

NOTE: A red check mark is displayed on the screen indicating you have completed the associated
step of the process.

Click Close to dismiss the EBT Household Change Guided Script screen. You are returned to the
Participant Folder.

NOTE: The process of changing the client’s Household ID is complete.

STEP 6: UPDATE THE AUTHORIZED REPRESENTATIVE INFORMATION ON THE ADDITIONAL
INFO 2 SUB-TAB

a.

Select the Additional Info 2 sub-tab, located on the right side of the Demographics tab. The
Additional Info 2 tab displays.

Complete ot update the Authorized Representative Name, Alternate Representative/Proxy 1
Name, and the Alternate Representative/Proxy 2 Name group box options.

On the Benefit Management menu, located on the menu bar at the top of the Participant Folder, click
EBT Household Demographics update the EBT system. The EBT Household Demographics
screen displays.

NOTE: If you added new information to the Additional Info 2 sub-tab, the system prompts you
to save the new information when you select the EBT Household Demographics menu option.
If you entered new information, click Yes to save your changes.

Once Yes is clicked, the EBT Household Demographics screen displays unless any of the
required fields are missing information on the Demographics screen, Additional Info 1 sub-tab,
or the Additional Info 2 sub-tab. In this case, a system message displays prompting you to
complete the required fields. Click OK to dismiss the system message and then complete the
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required information. The fields requiring information ate outlined in orange. Once you have
finished updating the required information, select the EBT Household Demographics menu
option once more. The system will again prompt you to save any new information. Click Yes to
save your changes and now the EBT Household Demographics screen displays.

Complete the EBT Household Demographics screen, gathering as much information as possible. (For
more detail, see the Issuing EBT Benefits - Setting up an EBT Account for a Household scenario or press
the F1 key to display system help.)

Once you have finished updating Authorized Rep information, designated the Primary Card Holder, and
assigned EBT cards to the Household, click Send EBT Data to transmit and update the information in
the EBT system.

Once the process of updating EBT information is complete, a confirmation screen displays.

Click OK to dismiss the confirmation screen. You may continue working with the participant as
necessary.
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Changing a Client's Household ID Number to that

of an Existing Household

Scenario Set-up: You are interested in changing the Household ID number associated to a client record to that
of an existing Household ID number. This task may be necessary at times to correct data entry errors or to
merge clients back into an existing household after foster care placement.

The process includes the following system tasks:

e Completing the EBT Household Change Guided Script process

o

o

Opening the Patticipant Folder and beginning the Change Household ID process
Determining the existing household

Removing current benefits

Removing cards

Adding Benefits to New Household

NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.

Complete the Following Steps to Change a Client's Household ID Number to That of an
Existing Household:
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STEP 1: OPEN THE PARTICIPANT’S FOLDER AND SELECT CHANGE HOUSEHOLD ID ON THE
PARTICIPANT ACTIVITIES MENU

a.  Search for the infant's record and open the infant's Participant Folder. (For more detail, see the Searching
for a Client scenario or press the F1 key to display system help.)

- 34 Year(s) - WIC ID: Household 1D
Fle Parbopant Activites  Check Management Document Imagng  Help
7 B = =2 5]
PR b PRIBED
Health Information Nutrition Education Aelemals | Income Histery Checks History Appoinments
i niz HTMT/Blosd Food Prescriptian Fisk Fasiors VENA
i . . . a
Last | First | W[ | BithDae 3207372 v Gender ]
Address | | \AC Category | pREGMANT v i
County | ALFALFA v City | AUINE | s | | B
JE— z
State |OK | ZIP | 55555-0000 | Email [Caw Dam;mph:s] ’F“oc:«'ahicw| %‘3
Titadl %
Addrass . =
Sama a8 =
Residence City [ALNE Seate |OK | ZIP | 556550000 £
L ] L ) B
z
®
[] Homeless D Proaf v g
Date Vaified | | Fixed Nighttime Location 3 R
Residency Proof w
. Phyaicaly Pregent
Telephone 1 L - - | Camment L | € Yoz € Ho Rieason Mot Present
Telephone 2 - | Comment | =
Iaiden Name M
Last | | First| w [ | T Mirent
| [ Living with Foster Parent{s)
Clinic Assigned |ARD.‘-‘IOP.E WIC CLINIE ¥l Seaff Mernbear w
6/28/2006 5:15FM

Participant Folder Screen

b.  On the Participant Activities menu, located on the menu bar at the top of the screen, click Change
Household ID. The EBT Household Change Guided Script screen displays.

EBT Household Change Guided Script
File Guided Script

EBT Household Change Guided Script
O Deterrnine New Household

Bemove Current Benefits

O
(| Bemowe Cards
O

Add Benefits to MNew Household

Cancel

EBT Household Change Guided Script Screen

NOTE: The EBT Household Change Guided Script screen “guides” you through a series of
screens (or steps) in order to complete the process of changing a Household ID number. Begin by
clicking the Determine New Household guided sctipt option. After each step in the process is
complete, a red check mark displays in the check box next to the completed link.

_||"
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NOTE: Click Cancel to cancel the process at any time and to return to the Participant Folder.
However, once the process is started the Participant Folder is ‘locked” and no changes can be made
until the Change Household ID process is complete.

STEP 2: DETERMINE THE EXISTING HOUSEHOLD

a. Click the Determine New Household script option. The Change Household ID screen displays.

B Change Household ID

Cumert Hasehal Momatian
Find Exating Housahold
Household ID -
Addrass — - Create New Household
e >
et

Change Household ID Screen

NOTE: The client's cutrent Household information is displayed under Current Household
Information.

b. Click Find Existing Household. The Find Existing Household screen displays with the Household
ID radio button selected.

= Find Existing Household

©  HoweholiD | |

@] Address | |

[ ak. ] [ Cancel ]

Find Existing Household Screen

c.  Enter a Houschold ID, then click OK to process the screen. The Select Existing Household screen
displays.

NOTE: Secarching by Household ID is recommended because a search by Household ID will
result in a maximum of 1 outcome. Searching by Address may result in more than 1 outcome.
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i Select Existing Household r}__q

Households

Hougehold 1D

Address Clity Telephone

Reason for ID Change vl

Bd | [ ok ] [ Cancel

Select Existing Household Screen

NOTE: The Households table displays the Household(s) matching your search criteria.

Select the reason you are changing the client’s ID number in Reason for ID Change.

Click OK to process the screen and to return to the Change Household ID screen.

NOTE: The client’s new Household information is displayed under Current Household
Information.

Click Close to dismiss the Change Household ID screen. The EBT Household Change Guided
Script screen displays.

EBT Household Change Guided Script
File Guided Script

EET Household Change Guided Script
[% Determine MNew Household

O Bemowe Current Benefits

[0 Bemove Cards

[ AddBEenefits to New Househald

Cancel

EBT Household Change Guided Script Screen

NOTE: A red check mark is displayed on the screen indicating you have completed the associated
step of the process.
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STEP 3: REMOVE THE CURRENT BENEFITS
a. Click the Remove Current Benefit script option. The Remove Current Benefits screen displays.

b. Click Remove Current Benefits to move the client’s benefits, currently associated to the former
Household, into the newly selected Household. The Void/Replace Benefits for EBT Account screen

displays.
Yoid/Replace Benefits for EBT Account EJ|E|E|
Houzehold ID: FO0000FE Primary Cardholder: Authorized Rep: LORI LONG
State wic | Name Card Mumber A
YERA LONG

007713338 DOUG LONG

00771833 CATHY MILLER

Authorized Fep: LORI LONG E0G3165550003384

v
Eenefits far Current Month Benefits to Remowve for Curent Month
Foad |ssued Remaining Returned | LIOM ~ Category SubCategory Guantity | UOM ~
200 2.00 0.00 Pound o Tofu 001 Cheesein 8 or 16 oz... 1.00 | Pound
200 2.00 0.00 Dozen 03 Egas 0071 Fresh eqgs in Dozen... 1.00 | Dozen

05-001 Cereal [Adult] F2.00 F2.00 0.00 Ounce 05 Cereal [Adult] 001 Breakfast Cereal - h... 36.00 | Ounce
0B-001 Legumes 1.00 1.00 0.00 Cont 0B Legumes 001 Peanut Butter 18 oz 1.00 | Cont
16-002 BreadsAWhole Grains 4.00 4.00 000 Ounce 16 Breads/Whole Grainz | 002 Bread - 100% Whale... 2.00 | Ounce
13-000 Fruit & Wegetables C 1200 12.00 000 $3% 19 Fruit & VYegetables Ca . | 000 Fruit and Yegetables E.00 | $$%
52-0071 Milk. Low fat 200 200 0on Gal 52 Milk. Loy fat 007 Lows Fat Milk. 200 Gal
52-101 Milk Low fat 1.00 1.00 0.00 Gal v 52 Milk. Low fat 101 QUART(S] 2%, 1% ... 1.00 Gal v
Status: Awaiting Command Send EBT Data ] [ Cancel ]

Void/Replace Benefits for EBT Account Screen

NOTE: The former Household’s information is displayed near the top of the screen. Issuance
information associated to the former Household for the current month is displayed in the Benefits
for Current Month group box.

NOTE: Only benefits items that are eligible to be removed are displayed in the Benefits to
Remove for Current Month group box. Certain benefit items issued to the former Household
may not be removed and associated to the newly established Household. For example, assume a
Household that included an infant was issued eggs. Then, assume the infant was removed from
the Household and a new Household was established for the infant. It would be inappropriate to
move eggs into the Household associated to the infant since infants are not permitted to receive
eggs per federal WIC guidelines.

NOTE: The amount initially displayed in the Quantity column of the Benefits to Remove for
Current Month group box is determined by dividing the amount remaining for each benefit item
by the number of participants issued benefits in like Categories and Subcategories during the
benefit period and rounded down. For example, assume 3 Household members were issued
Whole milk and 13 gallons of milk remained in the EBT system. If 1 member of the Household
were moved into a new Household, the initial amount displayed in the Quantity column would be
4 (13/3 = 4 with 1 remaining). The participant being removed from the Household receives an
equal portion of each benefit item minus any remainders.
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c. In the Quantity column of the Benefits to Remove for Current Month group box, enter or select the
amount of items to remove from the former Household and to associate to the newly selected Household.

=1, NOTE: Click Reset to return the amounts displayed in the Quantity column to their initial
values.

d. Click Send EBT Data to transmit and update the information stored in the EBT system. Once the
process of updating the EBT system is complete, you are returned to the EBT Household Change
Guided Script screen.

EBT Household Change Guided Script |Z||§|E|
File Guided Script

EBT Household Change Guided Script
@ Determine Mew Household

[é Bemowve Current Benefits

(| Bermowe Cards

[1  AddBenefits to Mew Household

Cancel

EBT Household Change Guided Script Screen

= |, NOTE: A red check mark is displayed on the screen indicating you have completed the associated
step of the process.
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STEP 4: REMOVE CARDS

a. Click Remove Cards. The EBT Household Demographics screen displays.

EBT Household Demographics

Household ID: - 70000076
Fhone #:  580-635-4654
Address: 4875 RED BIRD LANE
City:  STOMEWALL
State: Ok
ZIP: 33333-3333
Clinic: 01 - ADAWIC CLINIC
Frimary Cardholder:  Authorized Rep: LORI LONG

[ Set Az Primary ] [ Assign Card Deactivate Account

EBT Household Members

State WIC 1D | Name Date of Birth Phote # Card Mumber
VERA LOMG it 10 £hd

00771898 DOUG LONG 05/04/2008 580-635-4654

Authorized Rep: LORI LONG 08/08/1978 580-635-4654 EOB3165550003954

Status : Awaiting Cormmand [ Send EBT Data ] [ Exit

EBT Household Demographics Screen

b. Complete the EBT Household Demographics screen, gathering as much information as possible. (For
more detail, see the Issuing EBT Benefits — Setting up the EBT Account for a Household scenario or
press the F1 key to display system help.)

NOTE: You are given the opportunity to update the EBT Household Demographics screen
for the former Household if necessary. Pay close attention to the Status label. If it indicates
‘Awaiting Command’, then you are not required to transmit any information to the EBT system for
the former Household. Simply click Exit to dismiss the EBT Household Demographics screen.
On the other hand, if the label indicates EBT update needed, update the screen as necessary and
click Send EBT Data to update the EBT system.

c. Click Send EBT Data to transmit and update the information stored in the EBT system. Once the
process of updating the EBT system is complete, you are returned to the EBT Household Change
Guided Script screen.
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=

EBT Household Change Guided Script
File Guided Script

EBT Houzehold Change Guided Script

Determine Mew Househald

Bernowve Current Benefits

Bemove Cards

DR KK

Add Benefits to New Household

Cancel

EBT Household Change Guided Script Screen

NOTE: A red check mark is displayed on the screen indicating you have completed the associated
step of the process.

STEP 5: ADD BENEFITS TO THE NEW HOUSEHOLD

a.

Click Add Benefits to New Household to complete the process of removing benefits from the former
Household to the newly established Household. The Aggregated Issuance for EBT Account screen
displays.

¥ figgregated Issuance for, EBT Account

Electronic Benefits

April: 472322010 theu 5722724110

Tw0 Z00K HOUSEHOLD TOTAL

1.00 1.00

- Fresh eggs in Dozen Cartans
05001 - Breakfast Cereal - hot and cold 36.00
05-007 - Pearut Butter 18 0z 1.00
16-002 - Bread - 100°% Whole Grain 2.00
19-000 - Fruit and Yegetables - Cash Value Benefit 6.00
52001 - Low Fat Milk 2.00
52-101 - QUART(S) 2%, 1% OR FAT FREE MILK 1.00

-GAL 2%, 1% OR FATFREE CHOCOLATE MILK

- B4 oz Liquid Juice

Status : Awaiting Command Print Benefits [ SendEBT Data J [ Cancel

Aggregated Issuance for EBT Account Screen

Review the food items listed in the Electronic Benefits table. Click Send EBT Data to transmit and
update the information stored in the EBT system. Once the process of updating the EBT system is
complete, you are returned to the Aggregated Issuance for EBT Account screen and the Status label is
updated to indicate the result.
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%= hpprepated Issuance for EBT Account |

Electronic Benefits

April: 472372010 thea 572272010

Tw0 ZOOK HOUSEHOLD TOTAL

- Che: £ B oz P: £s 1.00

- Fresh eggs in Dozen Cartons
05-001 - Breakfast Cereal - hot and cald 36.00
06001 - Peanut Butter 18 oz 1.00
16-002 - Bread - 100% Whole Grain 2.00
19-000 - Fruit and “Wegetables - Cash Value Benefit B.00
52001 - Low Fat Milk 2.00
52101 - QUART(S] 2%, 1% OR FAT FREE MILK 1.00

-GAL 2%, 1% 0R FATFREE CHOCOLATE MILE

- B4 oz Liquid Juice

Status © lssuance Received, S ucoess) Frirt Berefits Send EET Data

Aggregated Issuance for EBT Account Screen

Click Print Benefits to view or generate a receipt of food items issued to the Household. The Generate
EBT Receipt Report screen displays.

M Generate Benefit Report

Repoart Destination

(%) Digplay on Screen () Send to Printer () Save as FDF

L [u]:8 J [ Cancel

Generate Benefit Report Screen

Select one of the following Report Destination options to specify the destination of the generated
receipt and then click OK:

e Display on Screen — Click this option to display the receipt on the computer’s monitor after the
receipt is generated.

e Send to Printer — Click this option to send the receipt to the selected output printer.

e Save as PDF — Click this option to save the receipt as a PDF file after it is generated.

NOTE: If you selected:

e Display on Screen: Click Close after you are finished viewing the receipt information.
You are then returned to the Aggregated Issuance for EBT Account screen.

e Send to Printer: A receipt of food items issued to the Household is sent to the selected
printer and you are returned to Aggregated Issuance for EBT Account screen. If you
have not set your default printers prior to clicking OK, the Set Default Printers screen
displays prompting you to set default printers. Select a printer for each option and then
click OK. Now, a receipt is sent to the selected printer and you are returned to
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c.

f.

Aggregated Issuance for EBT Account screen.

e Save as PDF: Browse to the desired location and click Save. A copy of the receipt is

saved to the selected location and you are then returned to the Aggregated Issuance for
EBT Account screen.

Click Close to dismiss the Aggregated Issuance for EBT Account screen. The EBT Household
Change Guided Script screen displays.

EBT Household Change Guided Script
File Guided Script

EET Household Change Guided Script

Determine MNew Househald

Bemowve Current Benefits

Bemowve Cards

RRRK

Add Benefits to New Househaold

Cloge

EBT Household Change Guided Script Screen

NOTE: A red check mark is displayed on the screen indicating you have completed the associated
step of the process.

Click Close to dismiss the EBT Household Change Guided Script screen. You are returned to the
Participant Folder and may continue working with the participant as necessary.

NOTE: The process of changing the client’s Household ID is complete.
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Working with the On-site Group within an EBT
Clinic
Scenario Set-up: A group education class was conducted by you or another staff member within the clinic and

several Households attended the class session. You are now interested in issuing benefits to each Household
using the Work With On-site Group screen.

In this case, assume two Households consisting of 2 members each attended the class session.

The process includes the following system tasks:
e Completing the Work With On-site Group process
NOTE: Prior to attempting to issue benefits, ensure that an EBT account has been setup in the

EBT system for each Household. (For more detail, see the Issuing EBT Benefits — Setting up the
EBT Account for a Household scenario or press the F1 key to display system help.)

NOTE: Access to the system is managed by local and/or State Office administration. Consult the
leadership in your organization if you have questions concerning your level of system access.

NOTE: Press the F1 key at any time to access help for the current application screen. Each
screen's help topic explains the screen's function and describes its content.

Complete the Following Steps to Work With the On-site Group:
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STEP 1: COMPLETE THE WORK WITH ON-SITE GROUP PROCESS

a.  Display the Participant List screen.

Clinic: ADA WIC CLINIC - Participant List - Local
File Participant List  Activities Help

@& = b W %

‘wihere to Search (&) State WIC ID () Demographics
O Dresite .

) Local () Househald 1D
O Statnice T e T
() Appointments for Today O PaMg

External Data l:l Agency

9/417/2010 10:36 AM

Participant List Screen

=1, NOTE: The Participant List screen displays upon the completion of the Login process.

b. On the Activities menu, located on the menu bar at the top of the Participant List screen, click Work
With On-site Group to issue benefits and/ot credit group education to participants having been marked
on-site. The Work With On-site Group screen displays.
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% Work With On-site Group [g|
Houzehald Members On-zite
Include Member Mame
™ 00771957 JAMICE PETERSON
™ 00771958 M&RCO COOPER
™ 00771959 RINMA COOPER
Actions

Topic(s] Discuzzed
Credit Group Education Class~ Type

lzsue Benefits

Motice Type
[ Generate Dfficial Motification

Letter PostCard

Address Labelz
Generate Address Label(z] First
Address Label Printer
Label Type

Starting Label Pozitioh l:l

Fause after Generating Label

[ u] l [ Cancel ] [ Apply

Work With On-site Group Screen

Select one or more check boxes under the Include column of the Household Members On-site table.
The table is refreshed and displays the selected check boxes.
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_IIII

_I|"

% Work With On-site Group

X

Household Members On-site
Include State WIC D Member Mame

[v 00771956 HAILEY PETERSOMN

[+ 00771957 JAMICE PETERSON

v 00771958 MARCO COOPER

il g
Achions

) . Topic(z] Dizcuzsed
Credit Group Education Clazz Type ADOLESCENT PRENATAL NUTRIT A

ALCOHOL / SUB
Ll B enefit BEMEFITS OF
seue REnetle BEVERAGES
_ BREASTFEEDING
Motice Type CHILD NUTRITION
[ Generate Official Matification EHEEITNEEAFIIUTSIEEI B‘SUTF“TlDN EDL 2
Address Labels
Address Label Printer
Label Type
Starting Label Position I:I
Ok ] [ Cancel ] [ Apply

Work With On-site Group Screen

Select one or more group education topics within the Topic(s) Discussed list box.

NOTE: If you do not intend to credit the selected participants as receiving group education,

simply clear the Credit Group Education Class check box. Clearing this check box will clear the
Topic(s) Discussed list box as well.

Click OK to process the Work With On-site Group scteen and to issue benefits and/or credit the

selected participants as receiving group education. The Aggregated Issuance for EBT Account screen
displays.

NOTE: The Issue Benefits check box is marked by default when the Work With On-site
Group screen displays.

NOTE: Clicking Apply will process the screen as well and enable you to issue benefits and/or
credit the selected participants as receiving group education too. The difference between Apply
and OK is that when Apply is clicked, the system will process your selections and return you to the
Work With On-site Group screen. On the other hand, the system will process your selections
and return you to the Participant List screen when OKis clicked. Click Apply instead of OK

when you want to apply separate actions to two different subsets of participants within the
Household Members On-site table.
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¥ pgprepgated Issuance for EBT Account D_<|

Electronic Benefits
September: 941772000 thru 101672010

HAILEY JAMICE HOUSEHOLD
PETERSOMN PETERSOMN TOTAL

- Low Fat Milk 235 3
-GAL 2%, 1% 0R FATFREE CHOCOLATE MILK 200
- Cheese in 8 or 16 oz Packages 2.00
- Peanut Butter 18 oz 200

- Fresh enas in Dozen Cartons 200
October: 10/17/2010 thu 11A16/2010

HAILEY JAMICE HOUSEHOLD
PETERSOMN PETERSOMN TOTAL

- Low Fat Milk 235 3
-GAL 2%, 1% 0R FATFREE CHOCOLATE MILK 200
- Cheese in 8 or 16 oz Packages 2.00
200
20

- Peanut Butter 18 oz

- Frezh rans in Nnzen Cartnns

November: 1141772010 thu 124162010

HAILEY JAMICE HOUSEHOLD
PETERSOMN PETERSOMN TOTAL

52-001 - Low Fat Milk 235 3
52117 - GAL 2%, 1% OR FATFREE CHOCOLATE MILK 200
02001 - Cheese in 8 or 16 oz Packages 2.00
0B-007 - Peanut Butter 18 oz 200

Status : Awaiting Command FErint Benefits Send EBT Data ] [ Cancel

Aggregated Issuance for EBT Account Screen

NOTE: The system displays the selected Households in an assembly-like fashion. The order the
Households are displayed is determined chronologically by the time in which they were marked on-
site. (For example, a Household marked on-site at 9 a.m. will be displayed before a Household
marked on-site at 9:10 a.m.)

NOTE: Under Household TOTAL, food items for the entite Household are aggregated (or
totaled) by category and sub-category and displayed by benefit period. For example, assume 2
members of a Household are issued the same type of milk. One member receives 2.25 gallons of
milk and the other member receives 3.75 gallons of milk. In this case, 6 gallons of milk
(2.25+3.75=06) displays for each benefit period.

NOTE: The Print Benefits button is disabled (or turned off) until Send EBT Data is clicked.
After Send EBT Data is clicked, the Print Benefits button is enabled (ot turned on).

f.  Click Send EBT Data to issue Houschold benefits to the currently displayed Household. You are
returned to the Aggregated Issuance for EBT Account screen and the Status label is updated.

NOTE: Clicking Cancel will skip the benefit issuance process for the currently displayed
Household. If there are Households still needing to receive benefits, the system will display the
Aggregated Issuance for EBT Account screen for the next Household. If no remaining
Households are due to receive benefits, the system will display the Event Log screen which
summarizes the activities that occutred during the Work With On-site Group process.
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NOTE: Once the EBT data is sent and the EBT system is updated, the Print Benefits button is
enabled (ot turned on).

_I|"

g.  Click Print Benefits to view or generate a receipt of food items issued to the Household. The Generate
EBT Receipt Report screen displays.

h.  Select one of the following Report Destination options to specify the destination of the generated
receipt and then click OK:

e Display on Screen — Click this option to display the receipt on the computer’s monitor after the
receipt is generated.

e Send to Printer — Click this option to send the receipt to the selected output printer.

e Save as PDF — Click this option to save the receipt as a PDF file after it is generated.

=, NOTE: If you selected:

e Display on Screen: Click Close after you are finished viewing the receipt information.
You are then returned to the Aggregated Issuance for EBT Account screen.

e Send to Printer: A receipt of food items issued to the Household is sent to the selected
printer and you are returned to Aggregated Issuance for EBT Account screen. If you
have not set your default printers prior to clicking OK, the Set Default Printers screen
displays prompting you to set default printers. Select a printer for each option and then
click OK. Now, a receipt is sent to the selected printer and you are returned to
Aggregated Issuance for EBT Account screen.

e Save as PDF: Browse to the desired location and click Save. A copy of the receipt is
saved to the selected location and you are then returned to the Aggregated Issuance for
EBT Account screen.

i.  Click Close to dismiss the Aggregated Issuance for EBT Account screen. You are returned to the
Aggregated Issuance for EBT Account screen and the system displays the benefit totals for the next
Household.
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¥= hooregated Issuance for EBT Account

Electronic Benefits

September: 9/17/200 thea 1041672010

MARCD
COOPER

RINKA
COOPER

HOUSEHOLD
TO

TAL

-GAL 2%, 1% 0OR FATFREE CHOCOLATE MILE
02-001 - Cheese in 8 or 16 oz Packages 1.00 1.00
0B-007 - Peanut Butter 18 oz 1.00 1.00
03-007 - Fresh eaas in Dozen Cartons 1.00 1.00

RINKA
COOPER

HOUSEHOLD
TOTAL

MARCD
COOPER

- Low Fat Milk
-GAL 2%, 1% OR FATFREE CHOCOLATE MILK.
- Cheese in 8 or 16 oz Packages 1.00 1.00
- Peanut Butter 18 oz 1.00 1.00
- Fresh enns in Dnzen Cartnng 1.0n 1nn
November: 11/17/2010 thu 124162010

RINKA
COOPER

HOUSEHOLD
TOTAL

MARCD
COOPER

52-007 - Low Fat Milk
52117 - GAL 2%, 1% OR FATFREE CHOCOLATE MILK.
02-001 - Cheese in 8 or 16 oz Packages 1.00 1.00
0B-007 - Peanut Butter 18 oz 1.00 1.00

v

Status : Awaiting Cormmand Print Benefits [ Send EBT Data ] [ Cancel

Aggregated Issuance for EBT Account Screen

Continue the process of sending EBT data and printing a receipt for each remaining Household. Once
you have attended to all selected Households, the Event Log screen displays.

Event Log - Work with On-site Group

wotk, with On-Site Group Event Log

Credit Group Education Class

Group class for 00771956 credited successfully
Group class for 00771957 credited successfully
Group clazs for 00771958 credited successfully
Group class for 007714959 credited successfully

lzsue Benefits

Group clazs for 00771956 credited successfully
Group class for 00771957 credited successfully
Group class for 00771958 credited successfully
Group clazs for 00771959 credited successfully
EBT lzsuance for 00771956 00771957 was Successful.
EBT lzsuance for 00771958 00771959 was Successful.

[ Erint ] [ Close ]

Event Log — Work with On-site Group Screen
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NOTE: The Event Log scteen displays a summary of activities that occurred during the Work
With On-site Group process.

k. Click Close to dismiss the Event Log screen. The Participant List screen displays.

= |, NOTE: If you began the benefit issuance process by clicking Apply, you ate returned to the

Work With On-site Group screen. You may continue working with the Households listed within
the Household Members On-site table as necessary.
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