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eWIC Quick Reference Guide

The purpose of this document is to guide staff through the procedures for issuing benefits
in eWIC. This document is for new participants or participants who already have the eWIC
card. The following procedures are addressed:

e |ssuing eWIC Benefits to a New Family

¢ How to Deactivate and Replace an eWIC Card

e How to Reissue eWIC Benefits

e How to Return Formula in eWIC

e Retrieving a Foster Child in eWIC and Issuing Benefits

£ \Please note: For those participants with Fls, staff must refer to the FIs to eWIC
Transition Guide documents.

Issuing eWIC Benefits to a New Family

1. Access the Food Package panel to choose the participant’s individual food package.

Participant Priscilla Robinson - 1 of 1
Category: Pregnant EDD: 07/15/2016
Date of Birth: 04/11/1987 (28y) Weeks Gest: 16 WIC Status: Active Cert. End: 08/2016 Last FB:
Effective Date 01,27/2016 - 1 ofl | b | &k New Edit % Delete
End Date: Do Not Auto-Update [
Verified Special Diet [|  (Prescribed Formula/Food, Religious Reason) Documentation

SelfReported [[]  Details

o] Model Food Package |Preg/Part BF - Standard ™
View _ _ -

Food Package Mame:  Preg/Part BF - Standard

Food Package
Month
Add Food - |
_ [l 02 Cheese and Tofu | 000 Cheese - All Authorized 1 Pound Al l
03 Eggs 5000 Eggs - All Authorized [ i .Dozen .AII [
05 Breakfast Cereal EDDD Breakfast Cereal - All authorized 36 :Ounce :.-'-\II | 3
06 Legumes | 000 Peanut ButterBeans - All Authorized | |JarfBag/... |Al |
| = el e | 1
16 BreadWhole Grain | 000 Whole Wheat Bread or Whole Grains - A... |16 Qunce All Tl
18 Fruit & Vegetables Ca... |001Fresh Fruit & Vegetables l11.0 |sses |
Comments
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2. Access the Card Operations panel to select the “Initial Setup” button to setup the
family’s Personal Account Number (PAN)for the first time.

3. The PAN pop-up will appear and either swipe the eWIC card or enter the PAN manually.
eWIC Compass will search for the PAN to make sure it is not assigned to another family. If
the PAN is available, the pop-up will close and the active PAN will display at the top of
the Card Operations panel.

| eWIC Compass (Natalie Schroder 3 - 102 Connected) = | E [

File Edit Printouts View Card Activities  Help
=1 S - Family: 11280794 Priscilla Robinson 3 - 102 Commerce City WIC Clinic

=)~ Search -
i~ Simple “Economic Unit | Priscilla Robinson - 11755961 -

- Advanced
EF PC Caseload
|- BF PC Assgrment Last Deactivated PAN:

Reason:

Active PAN:

Hew Famiy

i fasiel kg Initial EBA & Card Setup
4 Assessment
£¥)- Certification Termination Initial Setup

i Eﬁvwar‘dcaw Replacement Card Setup

| Food Padkage Reason
i Issuance Summary
Returned Formuls e
- Food Benefits =
fhisrionis Deactivate Card
3 Activity Resson | 54

€ Clinic Services

B Scheduler

4, Operations

% Vendor Management System | Messages | Famiy Alerts
£ Finance

4 Food Management

7 System Administration
[} Reports

e —

4. Access the Food Benefits panel. Verify the appropriate issuance (1 month, 2 month, 3
months). Once verified, click “Issue Benefits” button to issue food benefits to the family’s
PAN.

5. Obtain the endorser’s signature to acknowledge receipt of food benefits.

6. The “Family Food Benefits” list will be sent to the printer.

B3 eWIC Compass (Natalie Schroder 3 - 102 Connected) = | -

File Edit Printouts View Card Activities  Help
B a- Family: 11280794 Priscilla Robinson 3 - 102 Commerce City WIC Clinic

Contact/Address - Screen View
Trome: Issue Benefits

Top Level View: @ Issuance
Voter Registration -
ki Recalulate © Particpant
Partispant Category
Comments/alerts Expand to See
ssessment
ertification Termination
ducation and Care — | Economic Unit [Prisaila Robinson - 11755961 | ActivePAN:  61018893-00006523 Deactivated PAN:
oods
- Food Package & 03/01/16 - 03/31/16
.. Issuance Summary i & priscillaRobinson
Returned Formula i (-] Preg/Part BF - Standard (Full, Authorized)
Cord Operations & 02015~ 0212915
e i &= priscillaRobinson
AuditTral i -] Preg/Part BF - Standard (Full, Authorized)
£~ 01/01/16 - 01/31/16
= PriscillaRobinson
Preg/Part BF - Standard (1/3, Authorized)

A
i

Ei
Fi

N

- Activity
Appointment History
Transfer Family
Retrieve Participant
Survey
~ Customer Service Log
~ Partigpant Violstons
e Ak HESFNG &

8! Clinic Services
" Scheduler

&, Operations
| Vendor Management

Messages | Family Alerts | Food Benefits Alerts

£ Finance

% Food Management

i System Administration
[} Reports

Ready
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How to Deactivate and Replace an eWIC Card

1. Access the Card Operations panel, go to the Deactivate Card section and select a reason
from the drop down. Click “Deactivate Card”. This will permanently deactivate the PAN.

& eWIC Compass (Natalie Schroder 3 - 102 Connected)

File Edt Printouts View Card Activities Help

B0O n-

Family: 11280794 Priscilla Robinson

Contact/Address -
Income
Voter Regstration
Appcaton
Participant Category
Comments/Alerts

¥ Assessment

+| Certification/Termination

- Education and Care

- Foods

| Food Package
Issuance Summary
Returned Formuls
Card Operations
Food Benefits

. AudtTral

) Activity
Appointment History
Transfer Family
Retrieve Particpant
Survey
Customer Service Log
Particpant Violabons
Adimin Hesring v

m

& Clinic Services

5" Scheduler

4, Operations

| Vendor Management

System | Messages | Family Alerts

3 - 102 Commerce City WIC Clinic

“Economic Unit | Prisalla Robinson - 11755961 X

Active PAN:  §1018893-00006823
Last Deactivated PAN:

Reason:

Tnitial EBA & Card Setup
Initial Setup

Replacement Card Setup

Reason -

Replace Setup

Deactivate Card

Reason |Lost (Permanent) -

# [ Deactivate Card

[=]E e

) Finance

*§ Food Management

% System Administration
Bl Reports

5,

Ready

2. The deactivated PAN will display at the top of the Card Operations panel.

& eWIC Compass {Natalie Schroder 3 - 102 Connected)

File Edit Printouts View Card Activities Help

& Assessment

¥ Certification/Termination
+ Education and Care
=-Foods

Food Benefits
Audit Trail B

= Activity

... Appointment History
Transfer Family
Retrieve Partigpant
Survey
Customer Service Log

- Participant Vielations

Adimiy Hearing &

& Clinic Services

“5" Scheduler

&, Operations

= Vendor Management [System | Messages | Famiy Aerts|
£} Finance

4 Food Management

i System Administration
[ Reports

B wn- Family: 11280794 Priscilla Robinson 3 - 102 Commerce City WIC Clinic
i...Contact/Address -
i “Economic Unit [ Priscilla Robinson - 11755961 -
Voter Registration Active PAN:
Aapécaton
st Cotegury m—pp  LostDeactvaled PAN: - 61015393-00006323 (Permanent)
Comments/Alerts Reason: Lost (Permanent)

Initial EBA & Card Setup

Initial Setup
Replacement Card Setup

Reason |Lost

Replace Setup

Deactivate Card

Reason =

Deactivate Card

(== -

Ready
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3. Click the “Replace Setup” button, and the select PAN pop-up will display. Swipe the new
eWIC card or manually enter the PAN and click “Search”. The pop-up will close if the PAN
is available. The replacement PAN should now be displayed as the active PAN at the top

of the Card Operations panel.

B& eWIC Compass (Natalie Schroder 3 - 102 Connected)

File  Edit

B0 o

Printouts ~ View  Card Activities  Help

Family: 11280794 Priscilla Robinson

Contact/Address -
Income
- Voter Registration
Application
Particpant Category
. Comments/Alerts
- Assessment
Certification/Termination
Education and Care
-Foods
- Fo0d Fackage
Issuance Summary
Returned Formula
- Card Operations
- Food Benefits
Audit Trail
- Activity
- Appointment History
Transfer Family
Retrieve Participant
- Survey
- Customer Service Log
Participant Violations
Admin Hearing S

m

! Clinic Services

3" Scheduler

&; Operations

% Vendor Management

3 - 102 Commerce City WIC Clinic

“Eeoromic Uit [Priscila Rebinson - 11755961 -]

. Active PAN:  61018893-00006815

Last Deactivated PAN:

Reason:

Initial EBA & Card Setup

Replacement Card Setup

61018893-00006823 (Permanent)

Lost (Permanent)

Initial Setup

Reason

Deactivate Card

Replace Setup

Reason

Deactivate Card

£ Finance Error Code
% Food Management
i System Administration

] Reports

Description

Ready

4. Access the Food Benefits panel. The food benefits available for issuance will display with
check marks next to them. Verify the appropriate issuance (1 month, 2 month, 3 months).
Once verified, click “Issue Benefits” button.

Ji@ eWIC Compass (Natalie Schroder 3 - 102 Connected)

(=] & [

File Edit Printouts

B0 -

View Card Activities  Help

Family: 11280794 Priscilla Robinson 3 - 102 Commerce City WIC Clinic

- Family

- Identity
Contact/Address
Income

- Voter Registration

Comments/alerts
(¥ Assessment

[+ Education and Care
(- Foods
Food Package

Card Operations
Food Benefits
Audit Trail

(= Activity
Appointment History
Transfer Family
Retrieve Particpant

“} Food Management

[} Reports

Particpant Category

(31 Certification/Termination

- Screen View
< Issue Benefits
—_— Level View: @ Issuance

sios Participant

Expand to See -

Economic Unit | Priscila Robinson - 11755961
= 03/01/16 - 03/31/16
& Priscilla Robinson (Reissue)
4[] Preg/Part BF - Standard (Full, Autharized)
#1 (| Preg/Part BF - Standard (Full, Reissued) 01/29/2016 12:11:51 PM
Preg/Part BF - Standard (Full, Issued) 01/29/2016 12:09:07 PM
6 - 02/29/16
riscilla Robinson (Reissue)
# (] Preg/Part BF - Standard (Full, Authorized)
Preg/Part BF - Standard (Full, Reissued) 01/29/2016 12:11:51 PM
4[] Preg/Part BF - Standard (Full, Issued) 01/29/2016 12:09:07 PM
01/01/16 - 01/31/16
Priscilla Robinson (Reissue)
i1 [7] Preg/Part BF - Standard (1/3, Authorized)

Survey
Bustrer Sk log #-17 Preg/Part BF - Standard (1/3, Reissued) 01/29/2016 12:11:51 PM
% [7] Preg/Part BF - Standard (1/3, Issued) 01/29/2016 12:09:07 PM
8 Clinic Services
5" Scheduler
%, Operations
&l Vendor Management [System | Messages | Family Alerts | Food Benefits Alerts|
) Finance

4 System Administration

v] Active PAN:  61018893-00006815

Deactivated PAN:

5. Obtain the endorser’s
signature to acknowledge
— receipt of food benefits.

6. The “Family Food
Benefits” list will be sent to
the printer.

Ready
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How to Reissue eWIC Benefits

1. Access the Food Package panel, and select “New” to create a new food package.
2. Select a new food package from the Model Food Package drop down and perform a
“Save.”

Participant Priscilla Robinson - 1 of1
Category: Pregnant EDD: 07/15/2016
Date of Birth: 04/11/1987 (28y) Weeks Gest: 16 'WIC Status: Active Cert. End: 08/2016 Last FB:
Effective Date 01/27/2016 - 1 of 1 8 4= New Edit 3 Delete
End Date: Do Not Auto-Update [
Verified Special Diet [T  (Prescribed Formula/Food, Religious Reason) Documentation

m SelfReported []  Details
m Model Food Package [PrEQIPart BF - Standard b
View _ - =
®rt O O | o e

Food Package Mame:  Preg/Part BF - Standard

Food Package
Catego UOM Month
Add Food X L - J
[Fll 02 Cheese and Tofu 000 Cheese - All Authorized 1 Pound All
I
03 Eggs 000 Eggs - All Authorized 1 Dozen All ‘
05 Breakfast Cereal | 000 Breskfast Cereal - All authorized 36 Ounce Al 15
06 Legumes 000 Peanut Butter/Beans - All Authorized e Jar/Bag/... Al 1
15 Bread/Mhole Grain :DDD ‘Whole Wheat Bread or Whole Grains - A... |16 Ounce All i
19 Fruit & Vegetables Ca... |001 Fresh Fruit & Vegetables 11.0 | 4888 All
Comments

3. Access Food Benefits panel and verify the appropriate issuance (1 month, 2 month, 3
months). Once verified, click “Issue Benefits” button. Compass will automatically

calculate the remaining food benefits for the participant.
B eWIC Compass (Natalie Schroder 3 - 102 Connected) =l8 ﬂ

File Edit Printouts View Card Activities  Help

B - Family: 11280794 Priscilla Robinson 3- 102 Commerce City WIC Clinic

(=) s
2 Issue Benefits
Identity op Level View: @ Issuance
Contact/Address o
el Recalaulate Partopant
Voter Regstration
3807 Expand to See X
Particpant Category
Comments/ilerts

- Assessment Economic Unit | Prisdila Robinson - 11755861 v ActvePAn:  61018893-00006815 Deactivated PAN:  61018333-00006623
3] Certification/Termination
- Education and Care

03/01/16 - 03/31/16

& Foods = Priscilla Robinson (Ressue)
| Preg/Part 8 - Standard (Ful, Authorized)
Foad Package # o/ (Ful,
Issuance Sammary v [ Preg/Part B dard (Full, Reis
Retuned Formula £ #-[[7] Preg/Part BF - Standard (Full, Issu
Card Operations S5 02/01/16 - 02/25/16
Food Benefits = Priscilla Rebinson (Ressue)
Audit Trail 4| Preg/Part BF - Standard (Fu
=) Activity t /
Appointment History s
Transfer Family S- 0/01/16 - 013116
Refrieve Particpant &- Priscilla Robinson (Reissue)
e & [#] Preg/Part BF - Standard (1/3, Authorized)
Customer Service Log J &[] Preg/Part BF - Standard (1, sued) 01/29/2016 12:11:51 PM
@-[7] Preg/Part BF - Standard (1/3, Issued) 01/29/2016 12:08:07 PM
€| Clinic Services
“§ Scheduler
4, Operations

) Vonvier Manapemom. System | Messages | Famiy Alerts | Food Benefits Alerts|
©) Finance

4 Food Management

@ System Administration

[} Reports

Ready

4. Obtain the endorser’s signature to acknowledge receipt of food benefits.
5. The “Family Food Benefits™ list will be sent to the printer.
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How to Return Formula in eWIC

1. Access the Foods branch, and select Return Formula panel.

2. Select the “Get Balance” button, the returned formula grid displays a row of the
current formula issued to the participant.

|8 eWIC Compass (Natalie Schroder 3 - 102 Connected) (=B

File Edit Printouts View Card Activities Help
BLO - Family: 11280801 Angela Cane 3 - 102 Commerce City WIC Clinic

Particpont T - ¢ (2 o2
Contact/address “ | Category: Infant (Female) Never BF BW

Incor
. = Date of Birth: 11/01/2015 (2 m 28 d) WIC Status: Active Cert. End: 11/2016  Last FB: Mar 16
joter Registration

Applcabion |
Partigoant Category
Comments//erts o
- Ansessent ( | GetBalance | Rethrned Formula

Return Date Issuance Period Formula Returned Quantity Staff Member

Pregrancy Remove Row

Autrition interview
Risk

- Certification/Termination
Certification

i

[ Education and Care
[ Foods
Food Package
Issuance Summary
Returned Formuls
Card Operations
Food Benefits
Audit Trail -

& Clinic Services

“§" Scheduler

%, Operations

7 Vendor Management System | Messages |Famiy lerts |
<) Finance

4 Food Management

i System Administration

[ Reports

Ready

3. Enter the quantity of formula returned into the formula grid and perform a “Save.”
Compass will not allow you to enter in more than what the participant purchased with
the eWIC card.

B eWIC Compass (Natalie Schroder 3 - 102 Connected) = | B [ty

File Edit Printouts View Cord Activities Help
BLOn- Family: 11280801 AngelaCane  3- 102 Commerce City WIC Clinic
Participant Candy Cane -4z of2

Contact/Address | Category: Infant (Female) MNever BF BW
Date of Birth: 11/01/2015 (2m 28d) WIC Status: Active Cert. End: 11/2016  Last FB: Mar 16

- Partiopant Category
Comments/Akrts
s 3 GetBalence | [Returned Formula
oY Remave Row | 8
P,
Anthropometics
fbod
Autriten Interview
- Rist
= Certification/Termination
Certification
- Education and Care
=) Foods
- Food Package
Issuance Summary
Retumed Formuda
Card Operations
Food Benefits
Audit Trail

Formula Returned Quantity Staff Member

01/29/2016 | 01/01/2016 -01/31/2016 |21-001Enfamil Infant - PWD

! Clinic Services
5 Scheduler

¥, Operations
| Vendor Management [System | Messages | Family Alerts
) Finance

5 Food Management

3 System Administration
1 Reports

Ready
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4. Access the Food Package panel, and click “New” to create a new food package.
5. Select a new food package from the Model Food Package drop down and perform a
“Save.”

I8 WIC Compass (Natalie Schroder 3 - 102 Connected) [=]E
File Edit Printouts View Card Activities  Help
7] @ - Family: 11280801 Angela Cane 3 - 102 Commerce City WIC Clinic
Participant Candy Cane =42 of2
Contact/Address ~ | Category: Infant (Female) Never BF BW
-T
s Date of Birth: 11/01/2015 (2 m 28 d) WIC Status: Active Cert. End: 11/2016  Last FB: Mar 16
Voter Registration
Appicaton
Partigpant Category .
Comments/Nerts Effective Date (1/20/2016 - 43 o3 B db New  Edit X Delete
AmEImETE EndDate:  02/29/2016 Do Not Auto-Update Full Formula
Visit Summary
3 ey Verified SpecalDiet ]  (Prescribed Formula/Food, Religious Reason) Documentation
BFPC Documentation \ﬁ“""’ SelfReported []  Details
Anthrapometrics
Biood [ copy Model Food Package [ Gentease 0-3 Months - Full Formuia -
- Nustition Inter view View - . T T ——
ot @Fl ©23 © 13 “FB Issuance |3 Months - istDay: 1
Certification/Termination Food Package Name:  Gentiease 0-3 Months - Full Formula (Contract)
Certification - Food Package
- Education and Care UOM  Month
& Foods Add Food —
- S Bl 21 standard Infant Formula |018 Enfamil Gentiease - PWD 9 |can Al
Food Package [Remove Food |
Issuuance Summary —
Returned Formuls
Card Operations
Food Benefits
Audit Tral -
. Clinic Services
5 Scheduler Comments
&, Operations

|
|
B N aog M aiant | [ system | Messages | Famiy Alerts | Food Benefits Alerts
1) Finance |
4§ Food Management |
4 System Administration |
il Reports |
I

Ready

6. Access the Food Benefits panel, the available food benefits will display will check
marks next to them. Verify the appropriate issuance (1 month, 2 month, 3 months).
Once verified, click the “Issue Benefits” button. Compass will automatically calculate
how much formula is available for issuance to the participant.

[ eWIC Compass (Natalie Schroder 3 - 102 Connected) = | B -
File Edit Printouts View Card Activities Help
B9 - Family: 11280801 AngelaCane 3 - 102 Commerce City WIC Clinic
Contact/Addr = cen View
Issue Benefits
;”[‘;""E Level View: @ Tssuance
- Voter ) ~
oty () Participant
. Partiopant Category
conmentserts Boendtosee [ v
Assessment
. VESIE SUmmary
Pregnancy [ Economic Unit [Ange\a Cane - 11755974 v] Active PAN:  61018893-00006781 Deactivated PAN:
o BF PC Doa
Anthropometrics - 030116 - 03/31/16
Hood - Angela Cane(Reissug)
E A - Candy Cane(Reissue)
B, 7] Gentlease4-5 Months - Full Formula (New) (Ful, Authorized)
e itoneemtin 7] Changed Enfamil Infant 0-3 Months - Full Formula (Full, Issued) 01/28/2016 02:54:04PM
bRty = - 02/01/16 - 02/29/16
b i P - Angela Cane(Reissus)
ok - Candy Cane (Reissue)
ood Pockage 7] Gentlease 0-3 Months - Full Formula (New) (Ful, Authorized)
e iaary i 7] Enfamil Infant 0-3 Manths - Full Formula (Full, Issuzd) 01/28/2016 02:54:04 PM
Returned Formula - 01/01/16 - 01/31/16
Card Operations - Angela Cane(Reissue)
e L [ Candy Cane(Reissue)
Audit Trall -- Gentlease 0-3 Months - Full Formula (New) (1/3, Authorized)
7] Enfamil Infant 0-3 Manths - Full Farmula (1/3, Tssued) 01/29/2016 02:54:04 PM
1 Clinic Services
5" Scheduler
&; Operations
[ERlVesdor Masagement Messages | Family Alerts | Food Benefits Alerts
2 Finance Error Cade Description

} Food Management
2 System Administration
[ Reports

Ready
7. Obtain the endorser’s signature to acknowledge receipt of food benefits.
8. The “Family Food Benefits™ list will be sent to the printer.
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Retrieving a Foster Child in eWIC

1. Open the family you are going to retrieve the participant into. Access the Activity
branch, and select the Retrieve Participant panel.

[i& WIC Compass (Natalie Schroder 3 - 102 Connected) =Rl
File Edit Printouts View Card Activities Help
B w- Family: 11280802 Patty Smith 3 - 102 Commerce City WIC Clinic
- Search Endarser: Patty Smith Category: Breastfeeding Edit
Simple Date of Birth: 05/15/1982 (33 ) WIC Status: Active Cert, End: 10/2016 LastFB:
- Advanced
BF PC Caseload “F§ Issuance |3 Months -
BF PC Assignment o B i
3 Ao ity Partidpant: Tom Smith Category: Infant (Male)  Exd BF BW  Edit
i Date of Birth: 10/01/2015 (3m 23 d) WIC Status: Active Cert.End: 10/2016 LastFé:
- New Family *F8 Issuance | 3 Months -
Family/Intake
Assessment
- Certification/Termination
Certification
- Education and Care
Foods
- Activity
Appaintment History
Famly Data
- Qustomes Sepace Log hew Member/ Proxy.
Partispant Violations
Adinin Hearing “Mother's Ed Level [2years of college - “Printouts Language [Engish - BFPC | |
Needs Interpreter [0 Preferred Spoken Language [Engish -] Educator | -
%1 Clinic Services
Economic Unit. Patty Smith v| eumbr: 11755976 Current PAN: 61013893-00006773 Status: Active
5 Scheduler
; Operations “Referred To WIC By | Family/Friend -
i Vendor Management System | Messages | Famiy Alerts
£ Finance Tom Smith
. i — * 10006 - Is the Infant stil breastfeeding?
p System Administration
[} Reports
Ready
L J

2. Conduct a Simple Search within the Retrieve Participant panel for the participant you
are going to retrieve.

S eWIC Compass (Natalie Schroder 3 - 102 Connected) (=] B
File Edit Printouts View Card Activities Help

=] QD - Family: 11280802 Patty Smith 3 - 102 Commerce City WIC Clinic

&) Search ® smple Advanced
Simple: B
e Choose one of the following
BF PC Caseload © Famiy ID
BF PC Assignment

wstigator Family Person ID
st

& Ps
New Family Old Participant ID

Family/Intake
Assessment
Certification,Termination
Certification Search Results (Simple!
Education and Care Family ID__LA-Clinic__Person ID WIC Status _ ZIP Phone
Foods
Actvity
Appaintment Hstory
Transfer Famiy
Retrieve Partigpant
Survey
Customer Service Log
Partigpant Violations
Adimin Hearing

Famiy D | Search

« | i |

€. Clinic Services
5" Scheduler
4, Operations
£ Vendor Management System | Messages | Famiy Alerts |

£ Finance Tom Smith
T * 10006 - Is the Infant stil breastfeeding?

4 System Administration
[} Reports

Ready
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3. The family will display in the search results, click in the check box next to the
participant you want to retrieve into the current family you have open in Compass and

click the “Retrieve” button.

B# eWIC Compass (Natalie Schroder 3 - 102 Connected)

[o]E [t

File Edit Printouts View Card Activities  Help

B o Family: 11280802 Patty Smith 3 - 102 Commerce City WIC Clinic
(=) Search () simple @ Advanced

Simple Enter one or any combination of search fields

advanced

BF PC Caseload lAD Clinie ID

B ignment
I i LastName Foster First Name  Melanie

[] Indude Alias Name
[] Soundex

e Date of Birth _ /_/ @
New Family
J- Famity/Intake 2P Code Home Phone Number () __ - Statenide Sketch
I Assessment
(5 Certfcation/Termination
oS By Search Results (Advanced
et ore Family ID__LA-Clinic__Person ID Category DB WICStatus ZIP ___ Phone
I Foads > S 1727 |FOSTER, MELANIE chid 12/05/2010 | Terminated | 80013 |(720) 273-5227
2 Activity [ 11280803 3102 11755679 | Foster, Melanie chid 03/18/2013 | Active 80022 | (320) 8885555
Appointment History
Transfer Family
Retieve Partidpant
Survey
Customer Service Log
Participant Violations
- Addniz Hesing
< it v
§ Clinic Services =
Retrieve
5 Scheduler [Lpemee ]
4, Operations
=1 Vendor Management e [ [T
) Finance Tom Smith
5 Food Management » 10006 - Is the Infant still breastfeeding?
3 System Administration
] Reports
Ready

4.

The family panel will display with the participant that you have retrieved into the

family. If the participant is going to be a foster child you will need to make the

participant a foster child in Compass.
a.

In the Family panel, select the edit link next to the participant you will

need to make a foster child in Compass.

b.
inside the pop-up.
C.

The enrollment pop-up will appear,

The member/proxy pop-up will appear, and the select the enrollment link

and select the “Make Foster Child”

button and enter the date the participant entered into foster care and click

“Close” to close the pop-up.

“ €WIC Compass (Natalie Schroder 3 - 102 Connected)

File Edit Printouts View Card Activities Help

HO - Family: 11280802 Patty Smith 3- 102 Commerce Gity WIC Clinic Foster=1
Search =
ki Economic Uit Melanie Foster - 11755979 -
Advanced Active PAN:
BF PC Caseload
BF PC Assgnment Last Deactivated PAN:
nvestigator Far Reason:
New Family
- Family/lntake Initial EBA & Card Setup
- Assessment

Initial Setup |

& Certfication|Termination
4 Educaton and Care R e
Faods
Food Package
- Issuance Summary
Returned Formuls
Card Operatons
~Food Benefits
Audit Tral
o Activity

Reason

Replace Setp

Deactivate Card

Reason v

4§ Clinic Services
' Scheduler
&, Operations

|/ Vendor Management | System | Messages | Family Alerts |

=lE

5. Assign a separate PAN
for the foster child because
foster children are their own
household/economic unit (EU).

6. Access the Foods
branch, and select Card
Operations panel. Inside Card
Operations, click the “Initial
Setup” button and the select
PAN pop-up will appear. Swipe
or enter in the PAN and click

) Finance Tom Smith

» 10006 - Is the Infant stl breastfeeding?
4 Food Management
2 System Administration

[l Reports

Ready

“Search”.
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7. Compass will check to make sure the PAN is available for use. The new card will show
up next to Active PAN at the top of the screen. The foster child will be a separate
Economic Unit in the Economic Unit drop down.

8. Access the Food Benefits panel, and the food benefits available for issuance will
display with check marks next to them and select the “Issue Benefits™ button.

N
B eWIC Compass (Natalie Schroder 3 - 102 Connected) (=B
File Edit Printouts View Card Activities  Help
a0 [ B R Family: 11280802 Patty Smith 3 - 102 Commerce City WIC Clinic Foster=1
ped ¢ 2
Issue Benefits
i i';””‘g i P Level View: @ Issuance
ik Recalcuiate @ Parbcpant
- BF PC Caseload e
BF PC Assignment
e Exaniiosee
Waiting List
New Family
~Family/Intake Economic Uit [ME\EH\E Foster - 11755979 V] Active PAN:  51018893-00006757 Deactivated PAN:
Assessment
- Certification Termination £ 03/01/16 - 03/31/16
Education and Care 1 Bt e
-Foods : - [¥] Child - Standard (Full, Authorized)
RN - 02/01/16 - 02/29/15
< Fssuarce Summery i B MelanieFoster
Re e H [#-[] child - Standard (Full, Authorized)
Card Operations £ 01/01/16 - 01/31/16
T - Melanie Foster
Aidtival Child - Standard (1/3, Authorized)
Activity
8.1 Clinic Services
5" Scheduler
&, Operations
= Vendor Management System | Messages | Family Alerts |Food Benefits Alerts
£7) Finance Tom Smith
» 10006 - Is the Infant stil breastfeeding?
% Food Management
i System Administration
[} Reports
Ready

9. Obtain the endorser’s signature to acknowledge receipt of food benefits.

10. The “Family Food Benefits” list will be sent to the printer.

11. Access the Simple panel, enter the old family ID of the foster participant and click
“Search”. Click on the Family ID to open the family. If the old family is outside your
local agency you will need to contact that local agency and WIC clinic to have that

clinic perform the following steps (other clinic steps in blue below):
I Conpes NS o == 5 Access Food Benefits panel,

| File Edit Printouts View Card Activities  Help

%] D - Family; 11280803 MNancy Foster 3 - 102 Commerce City WIC Clinic

I and select the “Recalculate”
: -ca;:;»ms;a.;gs - Sereen View

| Pl - _ button. The food benefits will
perrer = recalculate to remove the foster
- B child from the old family ID.

At Economic Unit | ancy Foster - 11755978 v ActvePAN: 61018893-00006765 Deactvated PAN:
= Certification Termination — —
-- Certification T 040116 - 04/30/16
- Education and Care # 03/01/16 - 03/31/16
& Foods ® 02/01/16 - 02/25/16

Partidpant

Audit Trai
Acthity
Appointment History
Transfer Family
Retrieve Participant
Survey =

€| Clinic Services.

5 Scheduler

4. Operations

I Vendor Management
£ Finance:

System | Messages | Family alerts | Food Benefits Akerts |

4 Food Management
13 System Administration
[} Reports

Ready B |
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B3 eWIC Compass (Natalie Schroder 3 - 102 Con

=

%=l Vendor Management
47 Finance

1§ Food Management

i System Administration

|} reports

File Edit Printouts View Card Activities  Help
B0 on- Family: 11280803 Mancy Foster 3 - 102 Commerce City WIC Clinic
Pregrancy - creen View
' BFPC. Issue Benefits -
e A 2 p Level View: @ Issuance
3 Gpomet ” _
Biood L © Participant
Nutrition Interview
st R E—
£ Certification/Termination
. L Certification
Education and Care Economic Unit | Nency Foster - 11755978, ~] ActivePAN:  51018893-00006765 Deactivated PAN:
E-Foods
Food Package = 04/01/16 - 04/30/16
. Issuance Summary [ Nancy Foster (Reissue)
Rel r Preg/Part BF - Standard (Full, Authorized)
Card Operations Preg/Part BF - Standard (Full, Issued) 02/09/2016 05:37:25 PM
. Food Benefits - 03/01/16 - 03/31/15
Audit Trail () Nancy Foster (Reissue)
& Activity Preg/Part BF - Standard (Full, Authorized)
. Appointment History = [T Preg/Part BF - Standard (Full, Issued) 02/03/2016 05:37:25 PM
Transfer Family B 02/01/16 - 12/29/16
Retrieve Participant = Nancy Foster (Reissue)
e Srvey Preg/Part BF - Standard (Full, Authorized)
Customer Service Log [T Preg/Part BF - Standard (Full, Issued) 02/05/2016 05:37:25 PM
Participant Violations
.. Adimin Hearing s
& dlinic Services
%" Scheduler
4, Operations

Messages | Family Alerts | Food Benefits Alerts

Ready

b. The available food benefits
will display with check marks
next to them. Click the
“Issue Benefits” button. Now
the family will only have
benefits in the account for
the current family members
(the child removed no longer
has benefits on their card).

c. The Signature Pad pop-up will appear. Select “Remote Issuance” since the endorser will
not be present to sign for food benefits. Click “Close” to close the pop-up. The issued food
benefits are now displayed in the Food Benefits panel.
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