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Reference Guide

Setting the Food Delivery System of a Clinic Site
as EBT

Scenario Set-up: You want to designate a clinic site in your agency or state as having an electronic benefits
transfer (EBT) food delivery system. You will use the Agency/Clinic Maintenance screen to set the food
delivery system of the clinic site.

Setting a clinic site as having a food delivery system of EBT is the first task in a series of tasks to begin the overall
EBT setup process. By completing this task, the system enables (or activates) additional EBT functionality that
makes it possible for you to continue the initial EBT setup process.

The process includes the following system tasks:
e Displaying the Agency/Clinic screen
e Selecting and editing a clinic site in the tree list

e  Returning to the Reference Utility screen

NOTE: The EBT setup process assumes that a variety of system setup tasks have already been
completed. For example, before you can set the delivery system of a clinic site as EBT, an agency
and its’ clinic sites would have already needed to be established within the system. Similarly, the
EBT setup process explains the task of associating EBT categories and subcategories to food
distribution items. This task assumes that food distribution items have been defined in the system.

NOTE: Once you have completed the task of setting the food delivery system of a clinic site as
EBT, the next task in the EBT setup process is to import the national UPC file. (For more detail,
see the Importing the National UPC File scenatio 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.

Complete the Following Steps to Set the Food Delivery System as EBT:

STEP 1: DISPLAY THE AGENCY/CLINIC SCREEN

a. Display the Reference Utility screen.

NOTE: The Reference Utility screen displays upon the completion of the Login process. The
Reference Utility table displays a list of system functions including a short description for each
function.
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b. Double-click Agency/Clinic in the Reference Utility table. The Agency/Clinic screen displays.

& Agency/Clinic

&1 Agercies

- STATE OFFICE AGEMCY0D)

# JOHMSOMN COUNTY %IC AGEMCT [01)

- TAARION COUNT Y WIS AGENCT [02)

@ CLAY COUMTY WIC AGENCY (03]
MAIN STREET WIC [01)
RIYERSIDE WIS CLINIC (02)

- STATE OFFICE AGEMCY [04)
HEW AGENCY FOR TEST[0S)

Lslet Dinss

Agency/Clinic Screen

= . NOTE: The Agency/Clinic tree list displays existing agencies and/or any associated clinic sites.

To view existing agencies and clinic sites, click # and [=I to expand and collapse items within the
tree list.
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STEP 2: SELECT AND EDIT A CLINIC SITE

a.  Select a clinic site in the tree list and click Edit to edit the selected clinic site’s information. The Edit
Clinic screen displays.

= Edit Clinic

Agency [D

Clinic: 1D

County | CARTER v
AreaCode (555 |

lssuance Frequency | Bimonthly vl
Followup Method | Group b
Followup Frequency | Bi-monthly b
Introduce Juice | 6 Months i
Introduce Cereal | & Moriths Bt
Checks Required | 0
Default Language | English |

Clinic Name | MAIN STREET WIG
Address 1 | 2344 MAIN STREET
City [ARDMORE
Zip Code | 73452-2142
Telephone | 5555555555
Food Delivery System () Check () Voucher () Divect Distribution () EBT

l 0K I [ Cancel

Edit Clinic Screen
b. Select EBT as the Food Delivery System.

= | NOTE: Seclecting EBT as the Food Delivery System enables (or activates) all EBT functionality
for the selected clinic site and a variety of administrative EBT functions located in the Reference
Utility and Vendor modules.

c. Click OK to process the scteen and to return to the Agency/Clinic screen.

d.  Repeat step 2 as necessaty to set additional clinic sites to EBT, then proceed to the next step.

STEP 3: RETURN TO THE REFERENCE UTILITY SCREEN.
a. Click Close to dismiss the Agency/Clinic scteen and to return to the Reference Utility screen.

b. Right-click on the Session Manager icon located in the task bar, then select Reset Local Reference Data.
A status bar displays and indicates the progress of the action.

=, NOTE: Itis recommended that you reset local reference data after updating any reference table.
Upon completion of the action, the status bar is dismissed and you may continue working.

c.  Upon completion of the Reset Local Reference Data process, you are returned to the Reference Utility
screen. You can begin managing additional Reference Ultility functions.
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Importing the National UPC File

Scenario Set-up: You are interested in importing the federally maintained, National UPC file into the system.
You will use the UPC List screen to complete the process of importing the file.

The process includes the following system tasks:
e  Displaying the UPC List screen
e Importing the National UPC file

e  Returning to the Reference Ultility screen

NOTE: Prior to importing the National UPC file into the system, you will have needed to access
the National UPC web site and saved a copy of the National UPC file locally on an accessible drive.

NOTE: Once you have completed the task of importing the national UPC file, the next task in the
EBT setup process is to associate EBT categories and subcategories to food distribution items. (For
more detail, see the Associating EBT' Categories and Subcategories to Food Distribution Items
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.

Complete the Following Steps to Import the National UPC File:

STEP 1: DISPLAY THE UPC LIST SCREEN

a. Display the Reference Utility screen.

NOTE: The Reference Utility screen displays upon the completion of the Login process. The
Reference Utility table displays a list of system functions including a short description for each
function.

b. Double-click UPCs in the Reference Utility table. The UPC List screen displays.
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5 UPC List
EBT UPC Actions
urC | | [ Search
D escription | |
UPCs
Diescription ok | Allowable Start End Iz FLU ~
i Sor | s |G | e -
500000047840 H2 Yellow Squash 5 [v 8/23/2009  12/3/2030 [
500000040674 H2 Zucchini Squash p33 [V 8/23/2009  12/31/2030 r
020202020202 H#3 Apple ) [ 2/2/2mo 2/5/2019 [
0nonz2 #4 radish b [v 2/1/2008 2/3/2009 r
012043006305 HE 1 Pint Blueberries 5% [ 8M7/2009  12/3/2009 r
8120430039063 1 Pt Bluebemies 5 [ 841772009 127372030 r
033383200545 1# Hydro Straw Chr k33 [v 8/9/2009  12/31/2030 r
045255120654 1Lb Pisie Tangerines $5% [ 841772009 127372030 [
02855001019 2LbBag Tumips p 33 [V 8772009 12/31/2030 r
071430011058 2Lb Dole Strawberries 5% v 841772009 127372030 r
074515010441 2Lb Tumip Bag 558 [ 841772009 12/3/2030 r
033383146003 2 Imp Clem Ssw 5% [ 8/9/2009  12/31/2030 r
033383081175 200Pc Gold 38 Nya 5 [v 8/9/2003  12/31/2030 [
071430010648 24 0z Garden Salad Mix p33 [V 8772009 12/31/2030 r
T33027750024 2Pk Beries Tri 5% v 8/9/2009 1273172030 [
033383095981 3Lb Gold Delicious Apple 5% v 847/2009 1273172030 r
033383001562 3Lb Granny Smith &pples 5% [ 8M7/2009  12/3/2030 r
033383084787 3Lb Meintosh Apples 5 [ 841772009 127372030 r @
(] (B (o=
UPC List Screen

STEP 2: IMPORT THE NATIONAL UPC FILE

a.  On the EBT UPC Actions menu, located on the menu bar at the top of the UPC List screen, click
Import National UPC File to import a text file version of UPC data. The National UPC Import
screen displays.

tional UPC Import Q@@

Browse to the National UPC File and the import the data into SPIRIT

National UPC File Name

L]
Import

National UPC Import Screen

b. Click the ellipsis button, located to the right of the National UPC File Name field, to browse to the
National UPC file. The Open screen displays.
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Open |E| El

Lok jr | g My Computer V| 0 ¥ E° (-

) e (O
| 25 b Disk Drive (D:)

Iy Recent E public ()
Documents

Desklop

My Documents

My Computer

File name: | b | [ Open 1

MyNetlwnlk Files of twpe [ e ] [ cancel |

Open Screen

NOTE: This step assumes you have accessed the federally maintained, National UPC web site
prior to beginning this process and have saved a copy of the UPC file locally on an accessible drive.

Browse to the location you saved the National UPC file, select the file, and then click Open. You are
returned to the National UPC Import screen and the file you selected is listed in the National UPC
File Name field.

= National UPC Import Q@@

Browse to the National UPC File and the import the data into SPIRIT

National UPC File Name
C:\temp\nupc041409.txt ‘ |:.|

Import

National UPC Import Screen
Click Import to initiate the process of importing the file into the system.

NOTE: The system verifies that the file is in the correct format. If the format is incorrect, a
system message displays indicating the error.

Verify the results of the import process and then dismiss the National UPC Import screen to return to
the UPC List screen.
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= National UPC Import

Browse to the National UPC File and the import the data into SPIRIT

National UPC File Name
|C:\tempinupcO41 409 tat =

Result: 25 new UPCs, 860 updated UPCs, 1 new subcategory

National UPC Import Screen

= |, NOTE: The system reads the National UPC file data twice duting the import process and saves

the data to 2 system tables. Once the import process is complete, the results of the process are
displayed at the bottom of the National UPC Import screen.

STEP 3: RETURN TO THE REFERENCE UTILITY SCREEN
a. Click Close to dismiss the UPC List screen and to return to the Reference Utility screen.

b. Right-click the Session Manager icon located in the task bar, then select Reset Local Reference Data. A
status bar displays and indicates the progress of the action.

= . NOTE: Itis recommended that you reset local reference data after updating any reference table.
: Upon completion of the action, the status bar is dismissed and you may continue working.

c.  Upon completion of the Reset Local Reference Data process, you are returned to the Reference Utility
screen. You can begin managing additional Reference Utility functions.
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Associating EBT Categories and Subcategories to
Food Distribution Items

Scenario Set-up: As part of the initial EBT setup process, it is important to associate EBT Categories and
Subcategories to Food Distribution Items. You will use the Distribution Items screen to accomplish this task.

The process includes the following system tasks:
e Displaying the Distribution Item screen

e Associating EBT Categories and Subcategories to Food Distribution Items

e  Returning to the Reference Utility screen

. NOTE: Previously, prior to associating Categories and Subcategories to Food Distribution Items,
you (or someone else) would have needed to import the National UPC file into the system. (For

more detail, see the Importing the National UPC File scenatio or press the F1 key to display system
help.)

. NOTE: Once you have completed the task of associating EBT categories and subcategories to
food distribution items, the next task in the EBT setup process is to manage the list of staff
members selected to receive EBT notification emails. (For more detail, see the Managing the List of

Staff Members Selected to Receive EBT Notification Emails scenario or press the F1 key to display
system help.)

iy 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.

Complete the Following Steps to Associate EBT Categories and Subcategories to Food
Distribution Items:

STEP 1: DISPLAY THE DISTRIBUTION ITEMS SCREEN

a. Display the Reference Ultility screen.

|, NOTE: The Reference Utility screen displays upon the completion of the Login process. The

Reference Utility table displays a list of system functions including a short description for each
function.

b. Double-click Food Distribution Items in the Reference Ultility table. The Distribution Items screen
displays.
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_I|"

istribution ltems

Food Distribution [tems
Distributio | Description
1078 GOOD START PROTECT PLUS 12 0Z POWDER CAN(S)
1079 GOOD START GEMTLE PLUS 12 0Z POWDER CaN(S)
1020 GOOD START S0% PLUS 12 .9 02 POWDER CaM(s)
1081 GOOD START GEMTLE PLUS 1302 COMCENMTRATE C
1082 GOOD START GEMTLE PLUS 32 0Z READY TO FEED C
1083 GOOD START SOY PLUS 13 02 CONCENTRATE CaM(
1084 GOOD START 50% PLUS 32 02 READY TO FEED CAN[
1085 FOR FRESH/FROZEN FRUITS OR YEGETABLES
1086 SIMILAC SEMSITIVE 128 0Z POWDER CAM[S)
1087 SIMILAC SENSITIVE 32 02 READY TO FEED
1088 SIMILAC SEMSITIVE 13 0Z CONCEMTRATE CAM(S)
1089 SIMILAC ORGAMIC 12,9 0Z POWDER CAM(S)
1080 SIMILAC ORGAMIC 32 0Z READY TO FEED BOTTLE(S)
1091 NEOCATE IMFANT wWITH DHa& & AR 14 0Z CAN(S)
1092 NEOCATE OME + B0 GRAM PACKET(S)
1093 16 0Z PEG TOFU
1034 QUART(S) 8TH COMTIMENT ORIGINAL S0 MILK
1095 HALF GALLON[S] 8TH CONTIMENT ORIGINAL 50 MIL
<

add. || Edt. |[ Delete

Base Food C | Active

FORMULA
FORMULA
FORMULA
FORMULA
FORMULA
FORMULA
FORMULA
CASH BENE
FORMULA
FORMULA
FORMULA
FORMULA
FORMULA
FORMULA
FORMULA
MILK,

MILK,

MILE,

TRI=] === <] =] =<1 <] ] =] R] )] R] R K] ]

Cateqgory
21 - Infant Form
21 - Infart Farm

02-Cheesear T
19 - Fruit & Vege

Subcategory -~
073 - Good Start Pratec
057 - Good Start Gentle

001 - Cheese inBor 16
000 - Fruit and % egetak

Cloge

Distribution Items Screen

NOTE: The Food Distribution Items table displays active and inactive Food Distribution

Items. A food distribution item is the description of a food item you see (or read) during (or after)
the benefit issuance process. For example, assume a participant is issued 4 gallons of whole milk

and is given a receipt listing the food items he or she received. On the receipt, a benefit of “4
Gallons of Whole Milk” is listed. In this case, the phrase “Gallons of Whole Milk” is the food
distribution item for the food item named “Whole Milk”. The “4” is simply the quantity of the
food item the participant received.

10
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_||"

_||"

STEP 2: ASSOCIATING UPC CATEGORIES AND SUBCATEGORIES TO FOOD DITRIBUTION ITEMS

a.

Select a row in the food distribution item table, then click Edit. The Food Distribution Item screen
displays.

£ Food Distribution Item

Base Food Categary | FORMULA "’ |

D escription |GEIEID START GEMTLE PLUS 12 02 F'EIWDE|

Description 2 | |

Active

Converts Tao

EBT Categary | 21 - Infant Fomuia IF) v|

EBT Subcategary | 057 - Good Start Gentle Plus Powder 12 0z, |

] 4 H Cancel ]

Food Distribution Item Screen
Select an EBT Category to associate to the selected food distribution item in EBT Category.

NOTE: The list of EBT categoties can be managed through the Category/Subcategory
Maintenance function in the Reference Database Utility module. (For more detail, see the
Managing EBT Categories and Subcategories scenario or press the F1 key to display system help.)

Select an EBT Subcategory to associate to the selected food distribution item in EBT Subcategory.

NOTE: When you associate an EBT Subcategory to a Food Distribution Item, the selected EBT
Subcategory is removed from the list. Therefore, as you continue the process of associating EBT
Categories and Subcategories to Food Distribution Items, the list of Subcategories becomes
shorter.

NOTE: The list of EBT subcategoties can be managed through the Categoty/Subcategory
Maintenance function in the Reference Database Utility module. (For more detail, see the
Managing EBT Categories and Subcategories scenatio or press the F1 key to display system help.)

Click OK to process the screen. You are returned to the Distribution Items screen.

NOTE: Repeat this step as necessary to associate EBT Categories and Subcategories to Food
Distribution Items. When you have finished, proceed to the next step.

NOTE: Clear the Active check box to disassociate a Food Disttibution Item’s EBT Category and
Subcategory. The system will add the disassociated Subcategory back to the EBT Subcategory
drop down list.

11
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STEP 3: RETURN TO THE REFERENCE UTILITY SCREEN.
a. Click Close to dismiss the Distribution Items screen and to return to the Reference Utility screen.

b. Right-click the Session Manager icon located in the task bar, then select Reset Local Reference Data. A
status bar displays and indicates the progress of the action.

=1, NOTE: Itis recommended that you reset local reference data after updating any reference table.
Upon completion of the action, the status bar is dismissed and you may continue working.

c.  Upon completion of the Reset Local Reference Data process, you are returned to the Reference Utility
screen. You can begin managing additional Reference Utility functions.

12
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Exporting the National UPC File

Scenario Set-up: You are interested in exporting the federally maintained, National UPC file from the system.
You will use the UPC List screen to complete the process of exporting the file.

The process includes the following system tasks:
e  Displaying the UPC List screen
e  Exporting the National UPC file

e  Returning to the Reference Ultility screen

NOTE: Previously, prior to exporting the National UPC file from the system, you (or someone
else) would have needed to import the file into the system. (For more detail, see the Importing the
National UPC File 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.

Complete the Following Steps to Export the National UPC File:

STEP 1: DISPLAY THE UPC LIST SCREEN

a. Display the Reference Ultility screen.

NOTE: The Reference Utility screen displays upon the completion of the Login process. The
Reference Utility table displays a list of system functions including a short description for each
function.

b. Double-click UPCs in the Reference Utility table. The UPC List screen displays.

13
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5 UPC List
EBT UPC Actions
urC | | [ Search
D escription | |
UPCs
Diescription ok | Allowable Start End Iz FLU ~
i Sor | s |G | e -
500000047840 H2 Yellow Squash 5 [v 8/23/2009  12/3/2030 [
500000040674 H2 Zucchini Squash p33 [V 8/23/2009  12/31/2030 r
020202020202 H#3 Apple ) [ 2/2/2mo 2/5/2019 [
0nonz2 #4 radish b [v 2/1/2008 2/3/2009 r
012043006305 HE 1 Pint Blueberries 5% [ 8M7/2009  12/3/2009 r
8120430039063 1 Pt Bluebemies 5 [ 841772009 127372030 r
033383200545 1# Hydro Straw Chr k33 [v 8/9/2009  12/31/2030 r
045255120654 1Lb Pisie Tangerines $5% [ 841772009 127372030 [
02855001019 2LbBag Tumips p 33 [V 8772009 12/31/2030 r
071430011058 2Lb Dole Strawberries 5% v 841772009 127372030 r
074515010441 2Lb Tumip Bag 558 [ 841772009 12/3/2030 r
033383146003 2 Imp Clem Ssw 5% [ 8/9/2009  12/31/2030 r
033383081175 200Pc Gold 38 Nya 5 [v 8/9/2003  12/31/2030 [
071430010648 24 0z Garden Salad Mix p33 [V 8772009 12/31/2030 r
T33027750024 2Pk Beries Tri 5% v 8/9/2009 1273172030 [
033383095981 3Lb Gold Delicious Apple 5% v 847/2009 1273172030 r
033383001562 3Lb Granny Smith &pples 5% [ 8M7/2009  12/3/2030 r
033383084787 3Lb Meintosh Apples 5 [ 841772009 127372030 r @
(] (B (o=
UPC List Screen

STEP 2: EXPORT THE NATIONAL UPC FILE

a.  On the EBT UPC Actions menu, located on the menu bar at the top of the UPC List screen, click
Export National UPC File to export a text file version of UPC data. The Save File As screen displays.

Save File As @

Save jn: |Lf)EBTInf0rmati0n v| O ? > [
D
My Recent
Documents

7
[
Desktop

D

My Documents

-

ty Computer
File name: | Mational JPCFile A | Open
MyMetwark | Saveashpe: | "t v| [ cancel |

Save File As Screen

NOTE: This step assumes, prior to beginning this process, you (or someone else) have imported
the National UPC file into the system.

b. Browse to the desired location to save the National UPC file and then click Save. You are returned to the
National UPC Export screen and the location you selected is listed in the National UPC File Name
field.

14
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c. Click Export to initiate the process of exporting the file to the location you selected. Once the export
process is complete, a system message displays indicating the success of the export process and the file
location.

Mational UPC Export f'5_<|

Mational UPC File successfully exported to:

CiDocuments and Settings My Documents\Export FolderiMationalUPCFile . kxt

National UPC Export Screen

d.  Verify the results of the export process and note the location of the file. Then click OK to dismiss the
system message and to return to the UPC List screen.

STEP 3: RETURN TO THE REFERENCE UTILITY SCREEN

a.  Click Close to dismiss the UPC List screen and to return to the Reference Utility screen.

15
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Sending the National UPC File to the EBT System

Scenario Set-up: The system’s End of Day (EOD) process automatically transmits the UPC file from the
system to the EBT system after business hours at a State-defined time. However, in this case, you are interested
in manually transmitting the UPC file from the system to the EBT system during business hours to update the list
of UPCs immediately. You will use the UPC List screen to complete the process of transmitting the file.

The process includes the following system tasks:
e Displaying the UPC List screen
e Sending the National UPC file to the EBT System

e  Returning to the Reference Utility screen

|, NOTE: Previously, prior to sending the National UPC file from the system to the EBT system,
you (or someone else) would have needed to import the file into the system. (For more detail, see
the Importing the National UPC File 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.

Complete the Following Steps to Send the National UPC File to the EBT System:

STEP 1: DISPLAY THE UPC LIST SCREEN

a. Display the Reference Utility screen.

|, NOTE: The Reference Utility screen displays upon the completion of the Login process. The
Reference Utility table displays a list of system functions including a short description for each
function.

b. Double-click UPCs in the Reference Utility table. The UPC List screen displays.

17
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5 UPC List
EBT UPC Actions

urC | | [ Search
D escription | |

UPCs

Diescription Units ok | Allowable Start Iz FLU ~

4 5\White Orion 2 Lb I /17/2009 3
500000047840 H2 Yellow Squash 1.00 5% [v 8/23/2009 [
500000040674 H2 Zucchini Squash 1.00 p33 [V 8/23/2009  12/31/2030 r
020202020202 H#3 Apple 1.00 ) [ 2/2/2mo 2/5/2019 [
0nonz2 #4 radish 1.00 b [v 2/1/2008 2/3/2009 r
012043006305 HE 1 Pint Blueberries 1.00 5% [ 8M7/2009  12/3/2009 r
8120430039063 1 Pt Bluebemies 1.00 5 [ 8172009 12/31/2030 r
033383200545 1# Hydro Straw Chr 1.00 k33 [v 8/9/2009  12/31/2030 r
045255120654 1Lb Pisie Tangerines 1.00 $5% [ 872009 1273142030 [
02855001019 2LbBag Tumips 1.00 p 33 [V 8772009 12/31/2030 r
071430011058 2Lb Dole Strawberries 1.00 5% v 841772009 127372030 r
074515010441 2Lb Tumip Bag 1.00 558 [ 8172009 12/31/2030 r
033383146003 2 Imp Clem Ssw 1.00 5% [ 8/9/2009  12/31/2030 r
033383081175 200Pc Gold 38 Nya 1.00 5 [v 8/9/2003  12/31/2030 [
071430010648 24 0z Garden Salad Mix 1.00 p33 [V 8772009 12/31/2030 r
T33027750024 2Pk Beries Tri 1.00 5% v 8/9/2009 1273172030 [
033383095981 3Lb Gold Delicious Apple 1.00 5% v 847/2009 1273172030 r
033383001562 3Lb Granny Smith &pples 1.00 5% [ 8M7/2009  12/3/2030 r
033383084787 3Lb Meintosh Apples 1.00 5 [ 8172009 12/31/2030 r @

(w9 e (=
UPC List Screen

STEP 2: SEND THE NATIONAL UPC FILE TO THE EBT SYSTEM

a.

On the EBT UPC Actions menu, located on the menu bar at the top of the UPC List screen, click
Send UPC File to EBT system to transmit the file to the EBT system. The Transmit UPC Batch

Files screen displays.

Transmit UPC Batch Files

.:.\’/ Send the CatfSub-Cat and UPC files to the EBT system now?

[ es 4] [ Mo ]

Transmit UPC Batch Files Screen

b. Click the Yes to begin the process of transmitting the UPC file to the EBT system. Once the
transmission is complete, a system message displays indicating the success of the transmission.

Transmit UPC Batch Files [ZI

The UPC file transmitted successFully,
The Catfsubcat File transmitted successFully,

Transmit UPC Batch Files Screen

NOTE: This step assumes, prior to beginning this process, you (or someone else) have imported

the National UPC file into the system.

18
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c.  Verify the results of the transmission, then click OK to dismiss the system message and to return to the
UPC List screen.

STEP 3: RETURN TO THE REFERENCE UTILITY SCREEN

a. Click Close to dismiss the UPC List screen and to return to the Reference Utility screen.

19
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Managing the List of Staff Members Selected to
Receive EBT Notification Emails

Scenario Set-up: Prior to going Live with EBT, one or more staff members were selected to receive system
generated emails notifying them of the results of the Maximum Allowable Reimbursement (MAR) recalculation
process and the reconciliation process. Your State’s vendor manager, leadership, or the system contractor (under
the direction of a State representative) may have entered the initial list of selected staff into the system. At
necessary, you can add or remove staff members from this list. You will use the EBT Notification screen to
manage the list of staff member names receiving notification emails.

The process includes the following system tasks:
e Displaying the EBT Notification screen
e Managing the list of staff member names

e Returning to the Reference Ultility screen

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.

Complete the Following Steps to Manage the List of Staff Members Selected to Receive
EBT Notification Emails:

STEP 1: DISPLAY THE UPC MAXIMUM ALLOWABLE REIMBURSEMENT (MAR) MANAGEMENT
SCREEN

a. Display the Reference Utility screen.
NOTE: The Reference Utility screen displays upon the completion of the Login process. The

Reference Utility table displays a list of system functions including a short description for each
function.

b. Double-click EBT Notification List in the Reference Utility table. The EBT Notification screen
displays.
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= EBT Motification

First Mame Last M ame Email Process
Todd Strahl Todd Strahii@Chickasaw.net | EBT MR v
Todd Strahl Todd Strahi@Chickasawnet | EBT Reconciation v
Cynthia Jenzon CynthiaJenson@Chickasa.. | EBT MAR w
Cynthia Jenzon CynthiaJenson@Chickasa... | EBT Reconciliation w
v
[ ]

[ Save | [ Cloze

EBT Notification Screen

% NOTE: The EBT Notification screen displays the list of staff member names selected to receive
' system generated notification emails indicating the results of the MAR recalculation process and the

reconciliation process.

STEP 2: MANAGE THE LIST OF STAFF MEMBER NAMES

a. Do one of the following:

e Toadd a staff member name: Select the next available row in the table and enter a staff member
name and their email address. Next, select the type of notification email the staff member is to
receive. Continue to repeat this process until you are finished adding staff members names to the

table.

e To delete a staff member name: Select the desired row in the table and then click Delete to delete
the selected row. The table is refreshed and no longer displays the information in the previously

selected row.

NOTE: To change previously entered information, simply select the desired grid in the table and
enter or select your changes as necessary.

.HII

table. Therefore, if you would like a staff member to receive more than one type of notification

= NOTE: Only 1 type of notification email can be associated to each row of information in the
email, add a row in the table for each type of notification email he or she is to receive.

b. Click Save to save your changes. A confirmation screen displays.

c. Click OK to dismiss the confirmation screen. You are returned to the EBT Notification screen.

STEP 3: RETURN TO THE REFERENCE UTILITY SCREEN

a.  Click Close to dismiss the EBT Notification screen and to return to the Reference Ultility screen.
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Managing EBT Categories and Subcategories

Scenario Set-up: Part of the initial EBT setup process requires you (or someone within your organization) to
associate (or map) Categories and Subcategories to Food Distribution Items. Over the course of time, it may be
necessary to add additional Categories and/or Subcategories to the system, so that newly added food distribution

items can be associated (or mapped) as necessary.

In this case, assume you are interested in adding either an EBT Category or an EBT Subcategory.

The process includes the following system tasks:
e Displaying the Category/Subcategory Maintenance screen
e Managing EBT Categories and Subcategories

e  Returning to the Reference Ultility screen

= 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.

Complete the Following Steps to Manage EBT Categories and Subcategories:

STEP 1: DISPLAY THE UPC LIST SCREEN

b. Display the Reference Utility screen.

= NOTE: The Reference Utility screen displays upon the completion of the Login process. The
Reference Utility table displays a list of system functions including a short description for each

function.

c.  Double-click Category/Subcategory Maintenance in the Reference Utility table. The
Category/Subcategory Maintenance screen displays.

= Category/Subcategory Maintenance

Category | 02 - Cheese or Taofu hd | E
Active | Subcategory | Description Shart Description L0k

] Cheese in 8 or 16 oz Packages Cheese
oo Cheese in 8 or 16 0z Packages Cheese

ooz Lowfat cheese in 8 or 16 oz Packages Lowfat cheese
003 Low Sodium Cheese in 8 or 16 0z Packages Low Sodium Cheese
on4 Tofuin 8 or 16 oz Packages Tofu

Save ] [ LCloze

Category/ Subcategory Maintenance Screen
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STEP 2: MANAGE EBT CATEGORIES AND SUBCATEGORIES

a. Do one of the following:

e To add a category: Click the ellipses button (E] ) to the right of the Category drop down list.
The Add Category screen displays. Enter a value for the Category, Description, and Unit of
Measure. Click OK to process the screen. The category you entered will be added to the Category
drop down list and you are returned to the Category/Subcategory Maintenance screen. Continue
to repeat this process until you are finished adding categories.

e Toadd a subcategory: First, select a category for this new subcategory in the Category drop down
list. Then, select the next available row in the table and enter a value within the Subcategory,
Description, Short Description, and UOM (Unit of Measure) columns. Finally, if you intend to
associate the newly entered subcategory to a Food Distribution Item, click the Active check box to
activate this item. Continue to repeat this process until you are finished adding subcategories to the
table.

e To delete a subcategory: Select the desired row in the table and then click Delete to delete the
selected row. The table is refreshed and no longer displays the information in the previously
selected row.

NOTE: To change previously entered information, simply select the desired grid in the table and
enter or select your changes as necessary.

b. Click Save to save your changes. A confirmation screen displays.

c. Click OK to dismiss the confirmation screen. You ate returned to the Category/Subcategory
Maintenance screen.

STEP 3: RETURN TO THE REFERENCE UTILITY SCREEN

a.  Click Close to dismiss the Category/Subcategory Maintenance scteen and to return to the Reference
Utility screen.
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