
 
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:  

• Issuing eWIC Benefits to a New Family 
• How to Deactivate and Replace an eWIC Card 
• How to Reissue eWIC Benefits 
• How to Return Formula in eWIC 
• Retrieving a Foster Child in eWIC and Issuing Benefits 

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

 
 
 

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

 
 
 
 
 
 
 
 

 

Issuing eWIC Benefits to a New Family 
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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.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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.  
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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.  
 

 
 
 
 

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

 
 

How to Deactivate and Replace an eWIC Card 
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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.  

 
  

 

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. 

 
 
 
 
5. Obtain the endorser’s 
signature to acknowledge 
receipt of food benefits.  
 
6. The “Family Food 
Benefits” list will be sent to 
the printer.  
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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.” 

 
 

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. 

 
4. Obtain the endorser’s signature to acknowledge receipt of food benefits.  
5. The “Family Food Benefits” list will be sent to the printer. 

How to Reissue eWIC Benefits 
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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.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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. 
     
 

How to Return Formula in eWIC 
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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.”  

 
 

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.   

 
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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1. Open the family you are going to retrieve the participant into.  Access the Activity 

branch, and select the Retrieve Participant panel. 

 
 

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

 

Retrieving a Foster Child in eWIC 
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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. 

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

c. The enrollment pop-up will appear, 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. 
 

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 
“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. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
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):   

a. Access Food Benefits panel, 
and select the “Recalculate” 
button.  The food benefits will 
recalculate to remove the foster 
child from the old family ID.   
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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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