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WHAT IS WIC?

WIC is a federal supplemental food program that provides low-income families with healthy foods
and nutrition education. While nearly everyone refers to it as WIC, the program’s official title is
actually the Special Supplemental Nutrition Program for Women, Infants, and Children. Although
WIC is funded by the federal government, every state in the country is in charge of running its own
program.

The New York State WIC Program has many partners in the community and has worked to develop
relationships with a variety of other social service programs (e.g., Supplemental Nutrition Assistance
Program (SNAP), Head Start, Medicaid, etc.) The strong referral network that exists between WIC
and other programs improves the quality of participants’ lives and helps them achieve healthier
lifestyles.

WIC’S MISSION

WIC’s mission is to improve the nutrition and health status of low-income women, infants, and
children and reduce and prevent obesity by providing supplemental nutritious foods, participant-
centered nutrition/health education, and referrals to health care and other services. WIC’s goals are
to:

e Improve pregnancy outcomes e Support and encourage breastfeeding
e Reduce the number of low birth weight e Support the growth and development of
infants infants and children
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WIC FOODS

The WIC program follows specific criteria when determining acceptable brands and
quantities for each type of food (i.e., USDA defined nutrient guidelines). The NYS WIC
program also considers other factors, such as geographic availability, cost, and
participant preference.

WIC food packages have always been based on nutritional research and Dietary Guidelines for
Americans. Historically, this information identified deficiencies in protein, iron, calcium, and
vitamins A, D, and C among low-income women, infants, and children. When the WIC program
reexamined these food packages, research indicated that the nutritional needs and lifestyles of the
WIC population had changed. WIC food packages are now based on research that aims to reduce the
prevalence of diabetes, obesity, and heart disease. The broader availability of foods has also made it
possible to incorporate culturally appropriate foods and fruits/vegetables.

Don’t forget...the WIC program is intended to supplement the diet - WIC does NOT provide all the
foods that participants need to meet their daily requirements. In addition, each food package is
prescribed for the individual and is intended to be consumed over a 30-day period. Participants can
use WIC checks at authorized stores and pharmacies to purchase WIC food items, including:

e milk e canned beans e tofu products

e cheese e whole grain bread e fruits and vegetables

® €Qgs e whole grain tortillas e baby food meats

e 100% juice e Dbrown rice e baby food vegetables and
e cereal e infant formula fruits

e peanut butter e infant cereal

e dried peas/beans e S0y beverages

—— miy2000 ¥
WI c Program Acceptable Foods Card

Participants are provided with Acceptable Foods Card

_ documents to help them determine which types, brands,
PRSI e and container sizes of food can (and cannot) be
L ggg:— purchased with their WIC checks. Make sure these

N documents are current and make sure your participants

e . know they can only purchase the foods items that are
P — | |isted on these documents.
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Crinpp iy e e, et Jnin s . o
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BREASTFEEDING

The WIC Program recognizes breastfeeding as the normal method for feeding infants. It is considered
the preferred method for feeding infants unless contraindicated for health reasons. WIC supports and
encourages women who fully breastfeed (no formula supplementation) by providing them with more
food and a longer certification period. All breastfeeding moms can take advantage of WIC’s
Breastfeeding Peer Counselors.

For infants who are formula fed, the WIC program offers powder, concentrate, and, in special

circumstances, Ready-to-use (RTU) forms. For more information about formulas or nutritional
supplements, you can refer to the Monthly Maximums of NYS Approved Formulas document

(available on the desktop of your computer).

NUTRITION EDUCATION

In addition to healthy foods, WIC participants also receive information about how lifestyle behaviors
affect health. Nutrition staff counsel participants — individually or in facilitated groups — on a variety
of topics (e.g., eating habits, parenting skills, etc.) and participants learn how to incorporate healthy
foods and behaviors into their daily lives.

Each participant (or certifying parent/guardian) is offered nutrition education several
times throughout his/her certification period. They are encouraged to take individual
actions that will promote a healthier lifestyle, such as choosing low fat milk, eating
more fruits and vegetables, or increasing physical activity. The knowledge that
participants gain from nutrition education often leads to improved pregnancy
outcomes, improved childhood development, and better overall health.

CERTIFICATION

When someone is interested in applying for WIC benefits, they must contact a WIC local agency and
schedule a certification appointment. During the certification process, at least two staff members
must be involved in the assessment process to determine if the applicant meets all four of WIC’s
eligibility criteria (See the next page). Make sure applicants know who and what they need to bring to
the certification appointment, including:

All WIC applicants* Proof of New York State residency
Proof of category Proof of income
Proof of identity Medical/health information

*With few exceptions, WIC applicants must be physically present for certification appointments
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ELIGIBILITY CRITERIA

To qualify for the NYS WIC program and receive benefits, applicants must show proof of WIC’s

four eligibility criteria:

Category

The applicant must be a(n):

pregnant woman

breastfeeding woman (up to 12 months postpartum)
postpartum woman (up to six months postpartum)
infant

child (under five)

Residency

Although the applicant must live in New York state, he/she
does not have to be a U.S. Citizen.

Income

The applicant must show:

Participation in an adjunct program (Medicaid, Food
Stamps (SNAP), TANF, Head Start, Early Head Start, Free
or Reduced Price School Meals Program)

OR

That his/her gross household income is at or below 185%
of the federal poverty level, providing current proof of all
income sources for all household members.

Nutritional Risk

Each applicant will be assessed for nutritional risks such as
anemia, dietary related factors, medical conditions, low
birth weight, etc.
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WICSIS

Although face-to-face communication is a very important part of the WIC clinic, you will probably
also be using a computer on a daily basis. New York State currently uses the Women, Infants, and
Children Statewide Information System (WICSIS) to record and manage participant information and
eligibility data. WICSIS is also used to certify participants and distribute benefits.

CERTIFICATION PERIODS

The information that you enter in WICSIS determines a participant’s category type. WICSIS is
programmed to automatically calculate the certification period for each participant based on his/her
category. The length of time that a participant receives benefits is called the certification period. At
the end of each certification period, individuals must repeat the eligibility determination process in
order to continue to receive benefits. Certification periods may be extended or shortened by a period
of up to 30 days if there are scheduling difficulties.

Category Certification Period

The duration of her pregnancy through six weeks

Prenatal women
postpartum.

Until her infant reaches his/her first birthday or she stops
breastfeeding™ - whichever occurs first. A woman who
stops breastfeeding before she is six months postpartum is
eligible for the program as a postpartum woman.

Breastfeeding women

Postpartum women Up to six months after her date of delivery.

Until the infant reaches his/her first birthday. If the infant
is more than six months old when he/she certifies, he/she
Infants will not have to subsequently certify for six months (e.g.,
an infant who initially certifies at 9 months will not have
to subsequently certify until 15 months).

Children Six month intervals until the child’s fifth birthday.

*A breastfeeding woman who requests more than 50% of the formula maximum will remain an active participant until
her infant’s first birthday. Although she will not receive a food package after six months postpartum, she will continue to
benefit from services such as peer counselors, breast pumps, and nutrition education.
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PARTICIPANT ORIENTATION

When new participants join the NYS WIC program,

local agencies are responsible for making sure

they know all of the “basic” WIC information — how to use WIC checks, common WIC terminology,
office hours, etc. While all WIC employees should have a strong grasp on this information, it is
especially important that you familiarize yourself with this information if participant orientation is or

will be one of your job responsibilities.

PROXIES AND REPRESENTATIVES

The WIC Program allows participants or enrolling parents/guardians to authorize others to act on
their behalf and “stand in” for them and attend nutrition education appointments, sign for WIC
checks, and use WIC checks to purchase food. Under some circumstances, these individuals may also
certify participants. Participants (or parents/guardians) must complete an Authorization Form for
every proxy and/or representative, so make sure they know how to fill it out correctly.

WIC CHECKS

Customer service plays a big role in the WIC clinic.

WIC checks are one area where customer service

plays a very important role — you should always make sure participants know how to use their WIC

checks before they leave your clinic.

This section lists the foods (including quantities)
that must be purchased with this check. WIC
checks cannot be redeemed unless ALL of the
foods that are listed here are purchased.

Every WIC participant is provided with
his/her own set of checks. This area displays
the participant’s name and WIC ID number,
as well as the name of his/her WIC clinic.

D =X ER Ry e This area shows
STATE OF NEW YORK PARTIGIPANT 2008226 - Roail, Rogs ¥ [ F2R° | YEE° 1L when this check
PRI RAT OF T AGENCY | 226 - SL Rogs Hewth Services ] < z .
ke - : ’ loaina2008 pavosr2008 | can be cashed in
[~ FOR THESE TENS ONLY - REFER 1O WIC ACCEPTAGLE FOOD CARD  |[PAY TO: s 300000716+ stores - the Not
Up to 28 Ounce WG Cereal 5 e = Good Before
1Pound Dried BeanaiPeas vo ' D , NOT T0 EXCEED _ _
. : AT T date is the first
. R S L - PAY EXACILY
wa;m“::muueﬁuéﬁu' T day and the Not
APNE MTHORTED N —
{ NENDOR AND DEPOSITED BY 10577900 Good After date
= - : ; is the last day.
KaySank, Alhay, NY A oo Each check is
HE fACCEF OO A A SR TY At - y fEl - - s Ll “QOOd" for 30
e | T L RNG AT ANARGE B0 WAV ST G TY WA et g P IR T TR N W DO e SRt L0 CARD
Vs ChTG 6 T PO SUATE A0 TOERM. PRRREQS KM bt S T N days_
*3IODDDD?AE e 02130D70%: TL0 00 399 9

/

\

The person who is redeeming the check must
sign here in front of the cashier after the
cashier enters the correct dollar amount in the
Pay Exactly box.
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WIC ID CARDS

The WIC Program Identification Card — commonly referred to as the WIC ID card — contributes to a
positive shopping experience for your participants and their proxies/representatives. First and
foremost, it standardizes the identification process. It is the only proof of ID that participants, proxies,
and representatives need to show when they redeem WIC checks.

Every WIC applicant must show proof of identity, residency, and income during the certification
process before getting a WIC ID Card. As mentioned earlier, participants must also fill out an
Authorization Form before they can add (or change) proxies and representatives. The work that you
put into these initial screening processes makes life a lot easier when participants pick up their checks
during a Nutrition Education appointment. Signatures on both the WIC ID Card and Authorization
Form provide a fast and easy way to verify a person’s identity in the clinic. As mentioned earlier, the
WIC ID Card also saves time in stores. Instead of asking for ID, all the cashier has to do is compare
the signature on the WIC check(s) with the signature on the WIC ID Card.

When you issue a WIC ID Card through WICSIS, it will remain valid until changes are made to
participants (e.g., certifications ending, being added to household, being moved out of household),
the primary caretaker, or proxy information. When any of this information changes, you must obtain
an updated Authorization Form, update WICSIS, and print a new WIC ID Card.

The left side of the WIC ID Card displays contact
information for your local agency and the names/ID
numbers of the participant(s) for whom checks will be
redeemed. The name that is printed on the WIC check
must match what is printed in this area.

The right side of the WIC ID Card displays the
names and signatures of the primary caretaker
and any proxies and/or representatives. The

cashier will use these signatures to verify
identify when checks are redeemed.

B P— T
@ Training LA WIC PROGRAM IDENTIFICATION CARD
& 123 Main St Albany, NY 12204 NYS DEPARTMENT OF HEALTH
. Card Number: 22600207 Date Issued: 11/10/2000

Phone Numben(518)465-0682
Local Agency Nb:1 Site No:1

WIC ID: Name:
#22601180  GRAY, DORIAN

GRAY , ANNA
Part'tcipantiParent.quardiw Name

/

L
Par‘ticipantn’Pare@IG uardian Signature

 WINDSOR, ELIZABETH i NO PROXY
Parent/Caretaker/Proxy Name

B oo, X X XXX
Proxy Signature )
Qﬂl@ﬂé&dﬁ//

Local Agency ?uthorized Signature

/

/

When you issue and print WIC ID cards from
WICSIS, you must sign them here.
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ACCESSING WICSIS

Before you can access WICSIS, your coordinator must request two user IDs for you from the State —
one for the Local Area Network (LAN) and one for WICSIS. Your user ID is your “signature” in
WICSIS - it is linked to every action that you make.

When you are first assigned your user IDs, you will also be given initial passwords. You must
immediately change these passwords to something that is easy for you to remember, but hard for
others to guess. Don’t select something obvious and do not share your password(s) with anyone else
— not even your coordinator! These days, we have a lot of user IDs and passwords to remember (e.g.,
online bank accounts, personal email accounts, etc.) It may be easier for you to remember your WIC
login information if you use the same password for the LAN and WICSIS.

You must change your password every 60 days. You’ll know when it is time to change it because the
system will begin to prompt you several days before it expires. The best practice is to change your
LAN password at a permanent site. If you create a new password when you are at a temporary site,
you will not be able to log on at your permanent site until the temporary server is checked in.

LAN passwords must be at least eight characters long and contain at least three of the following
four character types:

Uppercase Letters
ABCDEFGHIJKLMNOPQRSTUVWXYZ

Lowercase Letters
abcdefghijklmnopqgrstuvwxyz

Numbers
0123456789

Special Characters (including spaces between letters/numbers)
l@#$% . N&*<>

Last modified: 11/8/2010 10



LOGGING ON

The LAN password is case sensitive. Before entering your user 1D, make sure that the CAPS Lock
feature is turned off. You are allowed three attempts to log onto the LAN. If you aren’t successful
after the third try, the system will not allow you to try again — you will have to contact the Help Desk
or your coordinator to unlock your user ID.

Welcome to Windows

The Welcome to Windows screen is the first window you’ll
see. Press Ctrl + Alt + Delete to begin the process of logging
onto the LAN. & Press ChilAlt-Delete to begn

Requiring this key combinabion at startup helps keep your
computer secure. For more sformation, dick Help.

The Warning screen informs you that you must be an _
authorized user and outlines the penalties for unauthorized o vt ity o sty
use. Click the OK button to proceed. et v i o v s o e pgiemco:
mmwmﬂmwmmt' wmmm

pessornel may provade the mvidence of shch monkoing 1o low enforcement

| T |

Log On to Windows

When the Log On to Windows screen appears, enter your user
ID in the User Name field, your password in the Password

field, and select NYWICSIS from the Log On To menu. Click .
on the OK button to |Og on. Logonta: | NAWICSTS -

[T Log on g g connecton

I (]

After logging onto the LAN, the NYWICSIS Logon Script will appear. If you do not see the Logon
Script, you will need to call the Help Desk. The script includes:

Local Agency name

Server name

Date and time

Number of days until your LAN password expires

Clicking the OK button will bring you to the Windows Desktop.
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Double click the WICSIS icon. Make sure you select the
correct icon!

When the NYWICSIS Login window appears, make sure
you see the correct Application Version number. If you
aren’t sure which version you should have, ask your
coordinator. Call the Help Desk if this number is
incorrect.

Select the correct name from the dropdown Database Name
menu. Your selection here determines where your data is
drawn from. Choose WICSIS when you are at a permanent
site and Site when you are at a temporary site.

Enter your WICSIS user ID in the User ID field and your
WICSIS password in the Password field. Click the Login
button.

Last modified: 11/8/2010
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The Local Agency Information window will open.
Make sure you select the correct name from the
dropdown Site Name menu — you will only be able to
view participant records from that site. Click the OK Al e
button to complete the login process.

ApEleliiz Heolih Center

Applevile - Site Cne
Applevile - Sile Twd
b 4

EXPLORER WINDOW

The Explorer window will be the first window that you see in WICSIS. It is the starting point for all
WICSIS activities. The Explorer window is divided into two sections: Subsystems (on the left) and
Parameters (on the right). The list that displays under Subsystems is based on the user’s security

access.

Every window in WICSIS
has a header that displays
the name of the window.

alid =
-1 =l
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The footer at the bottom of the Explorer window
includes your Local Agency Number, Site Name and
Number, User ID, and the date and time.
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SUBSYSTEMS

The Subsystems section lists all of the major components of WICSIS, along with their function-
specific windows. Subsystems can be easily identified by their yellow file cabinet icons, while
windows are represented by blue folder icons. Based on your job responsibilities, your coordinator or
director will assign one or more security templates. As mentioned earlier, your security template(s)
will determine which windows you see within each subsystem.

" File Edit Operations Driver ‘Window Help
In this image, the user can see the J T 8 F O# . ¢ » B X
Alerts SUbsyStem, but not any Of S beplorer Favarites Print Exit Etart Driver Prior Sereen Nwtfsim; Add (EELS
the windows within it. This is B e
because she does not have the | Aers T e
security access to viewthe |~ B AuditLog ChddNew €
. . ) Caseload Management
windows that pertain to the Alerts LB Allocote Evaluate Cosoioad
subsystem. A Maintain LA VWait List
E-E) Cerification
Applicant Pre-screen
However, she does have access to < Dual Enraliment
all of the windows used to m Housegoédfigffsiiznc
. T . T aun UL ale
det_ermme program' E|-|g|b|||ty - - InteNamily Participant Transfers
which are found within the -0 IntrastadgvOC Transfer Queue
Certification subsystem &8 Maintain Adjunct Programs
) - Maintain Income
- Maintain Mutritional And Behaviaral Data
- Maintain Participant Risks
-8 Outbound YO C Transfer
-l Participant Enrollment History
- Participant Cverview o
| Favmrratans
. ) = ~ Purmmehers é
The Parameters section is used to L Coniten EHpstny, _
“define” searches in WICSIS. This E =i pert D | Y
view will change based on which fia ;j:::j',—”*
window you select in the Subsystems |G ™ o e e e
. - - - " tEet el F T
section. Enter information intooneor | S Bt
more fields and click the Search Bl = T
;i . IR TR e
button. Search results will be listed el o
directly below in alphabetical order. [ prme .
. R . Incermiz =, Hame [[E EAAHIE
Highlight a name in the results area NurralindCehedecitam, (ol 2008 :
and click the Open Window button to  |frermsies : i
access the requested information. Al ey
;‘Iil:'l:z‘i:::d adiendsck Jachany 04017010
e Adicrdack. Zeey WR2EZ00
zca Agency Dudoad Adirrdack, Tee Zoa 032001881
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CHANGING YOUR WICSIS PASSWORD

Although you are required to change your WICSIS password when it expires, you have the option of
changing it anytime. As with LAN passwords, the best practice is to only change your WICSIS
password at a permanent site. Because the NYS WIC program strongly recommends that you use the
same password for the LAN and WICSIS, the best practice is to use the same password for both —

when you change one, change the other.

To change your WICSIS password, click the Change
Password button on the NYWICSIS Login window.
The Change Password window will open. Enter your
old password in the Old Password field and then enter
your new password in both the New Password and
Confirm New Password fields. Click the OK button.

You will know that your password was changed
successfully when you see a pop-up confirmation

message. Click the OK button.
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DATABASE SEARCHES

Database searches and interviewing skills are your best tools for making sure that each participant or
household member is served using the same record for the entire duration of his/her participation in
the NYS WIC program. Dual Enrollment and Participant Overview searches should be the first things
you do whenever a person contacts your local agency. Dual Enrollment search results will let you
know if the person has an active certification anywhere in NYS, while Participant Overview search
results will let you know if he/she has a record in your local agency’s database. If you do find a
record, you should use and update it appropriately (e.g., initiate a transfer, update the record in the

Household Composition window). If you get a Dual Enrollment “hit”, you MUST use that record —

active certifications trump everything else in the WIC program!

Once a record is created in WICSIS, it will remain in the system for at least 7-10 years. To date,
participant and household member records have yet to be purged from WICSIS. If a new person (i.e.
newborn infant) needs to be added to an existing household, you will have to search for his/her
household members. Make sure you search for all of them, as last names may differ among
household members. Don’t forget to update the Authorization Form!

Search Results — Did you find them?

Related Action(s)

Dual Enrollment — Yes (at your local agency)
Participant Overview - Yes

Current participant of your program who has an
existing record in your database.

Make updates to the already existing record
using various WICSIS windows (e.g.,

Household Composition, Interfamily Participant

Transfers, etc.)

Dual Enrollment — Yes (at another local agency)
Participant Overview — No

Current participant of another program who has no
existing record in your database.

Contact the other local agency to initiate the
Verification of Certification (VOC) transfer
process.

Dual Enrollment — Yes (at another local agency)
Participant Overview — Yes

Current participant of another program who has an
existing record in your database.

Contact the other local agency to initiate the
Verification of Certification (VOC) transfer
process. Write notes to cross reference the
active record with the old record that exists in
your database.

Dual Enrollment — No
Participant Overview — No
No existing record.

Create a new household using the Applicant
Pre-screen window.

Last modified: 11/8/2010
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BROAD VS. NARROW

Whenever you search for a participant or household member in WICSIS, you should always make
sure that the information you enter is correct. Spelling counts! WICSIS searches for exact matches —
if you are off by even one letter or number, you will not find the record you’re looking for. If you’re
unsure of how to spell a participant’s name and do not have his/her WIC ID number, it might be a
good idea for you to perform a broad, or partial, search. Enter the letters that you do know, followed
by the percent (%) sign. WICSIS will search for all names that start those letters.

For example, if Vicky Harrison calls your agency t0  raerens I

make a certification appointment and all you catch of [ adnew & openEisting

her last name is “H, a, r...” you can enter Har% in P:;";E — E;anht‘d:gi
the Last Name field of WICSIS and click to Search Lnsiblene horee

button to find all of the people whose last names start | Firsthiome |
DOE: |00/00/0000 MNGE: j00/00/0000

with the letters h, a, and r. The more information you e G

enter, the faster your searches will be. Using the

same example, if you enhanced the search by adding

v% in the First Name field, you would be able to — — —

narrow your results to persons whose first name Harper, Elizabety 052037
starts with V and last name starts with Har.

Harper, Mariah 04/01/1993

Harpet, Nathaniel 01/01/2008

Harrison, Cheryl 01/30/1979

T . - Harrisan, Erin 12110/2009

Although rare, it is possible for participants to have  |nerison sennier 1271072008
the same first and last names. When this happens, e by
you can use the participant’s date of birth or other Herison, Vanessa 040172010

household information (e.g., address, phone number,
etc.) to identify the correct record.

The narrowest search for a participant or household member is his/her WIC ID number. When you
search using the ID number, you will get only one result — an exact match.

210: Information not found

There are a number of reasons why you may see this pop-up message appear when you are
conducting a search:

) o Mo Data Found x|
e You entered an incorrect Participant ID number
e The name that you entered was misspelled y 210: Information nat Found,

e The person that you are searching for does not exist in your

database _
0 4
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DUAL ENROLLMENT WINDOW

The Dual Enrollment search filters the entire NYS database of active certifications (approximately
500,000 items) for records that match the information you enter in the search parameter fields. If
you’re unsure of how to spell something, use a broader search. You can narrow Dual Enrollment
searches by entering date of birth information, but be mindful — WICSIS searches for exact matches!
If another staff person entered a date of birth incorrectly, that participant will not show up in your
search results.

Active participants are the only ones who will appear in the search results area of the Dual
Enrollment window. You will not see non-WIC household members, removed participants,
participants who have expired certifications, or applicants with “Pending” statuses. You should
always conduct Participant Overview searches along with Dual Enrollment searches to make sure that
there are no existing records in your local agency database.

When you do get a “hit”, you should review and discuss that information with the applicant to
determine if they are enrolled somewhere else. If they are, the other local agency should be contacted
and the Verification of Certification transfer process should be initiated.

Search Parameters
area — where you enter
name and date of birth
information.

Find Now button —
initiates the search.

x|
| | New Search button —

‘ INew Search

Result area — displays
the results of searches.

Result area.

clears the search
parameter fields and

Ngme DOB Agy D |Agency Name
Cartus 3h 08/07/1381 160 160

Cloge Cancel Help

Last modified: 11/8/2010 18



LOCKING YOUR COMPUTER

Every time you leave your workstation (e.g., to go to the restroom, to get a chart, to collect checks
from the printer, etc.), you should lock your computer. Not only does this prevent others from
working in WICSIS under your User ID, it also protects confidential participant and vendor
information. Think of it this way - would you ever want a bank teller to leave your account
information available for someone else to view?

To lock your computer, you must press Ctrl + Alt + Delete and click the Lock Computer button.
Once your computer is locked, only you will be able to unlock it by pressing Ctrl + Alt + Delete and
re-entering your LAN password.

If you walk away from your computer and forget to lock it (which we know you won’t), whatever
was on your screen when you left will be accessible and UNPROTECTED for 15 minutes! Whether
you walk away from your computer or just stop using while you talk to the applicant/participant, as a
security precaution, the system will automatically log you out of WICSIS and lock your computer
after 15 minutes of inactivity. You might want to jiggle your mouse.

LOGGING OFF /SHUTTING DOWN

At the end of every day, you must log off your computer. Log off, not shut down! At night, the state
needs to be able to access your computer so that important information can be pushed (e.g., reference
tables, new builds, etc.) Don’t forget to log out of WICSIS before attempting to log off the LAN. The
state does recommend that once a week, you turn off your computer, wait a few seconds, and then
turn it right back on. This process will “refresh” your computer and improve its performance. Always
turn it right back on...NEVER leave your computer shut down.

For temporary sites, you will also need to shut down your laptop computer before you transport it to
the temporary site. When you return to the permanent site make sure your computer is turned back on
and connected to the network.

Last modified: 11/8/2010 19



CONFIDENTIALITY

As a WIC staff member, you will be collecting and viewing a large variety of information about
applicants and participants. This may include medical forms, income information, Authorization
forms, etc. ALL of this information is confidential, as is the applicant or participant’s presence at
your local agency. It is your responsibility to keep it private.

Any information pertaining to an applicant/participant cannot be shared with anyone without the
specific written request or approval of the applicant/participant. In addition, some local agencies are
bound by the Health Insurance Portability and Accountability Act (HIPAA). Ask your supervisor for
more details about your local agency’s policy regarding the release of participant information.

Do not leave a participant’s paper file, or anything else with his or her name on it, out in the
open where others can see it.

e Position your computer so that others cannot see the screen

e Always log off (or lock) your computer before leaving your work station

e Keep all participant information out of sight (e.g., close the paper chart and turn it face down)

Do not talk about participants or applicants in areas where others can hear your conversation.

e Find a private place to discuss participant information

e Never discuss participant information in open areas such as hallways, elevators, waiting rooms,
etc.

e Get permission before leaving a message on an answering machine

Do not go into a participant’s record for any reason other than to serve the participant or

conduct specific WIC business.

e Only use information from participant records for the care of the participant (not for personal
reasons)

e Never share your password(s) with anyone

Last modified: 11/8/2010 20



LET’S REVIEW!

1 The best place to change your password is at a

2 True or false? WIC participants can use WIC checks to purchase anything in the store.

Which of the following is not a WIC-type food? (circle one)

3 milk white rice apples peanut butter eggs
4 Aminimumof  local agency staff members have to be involved in every certification.
; List the four eligibility criteria:
. . . .
6 The letters in WIC stand for , , and

Which resource helps participants figure out which foods they can purchase with WIC
7 Cchecks? (circle one)

WIC ID Card WIC Help Hotline WIC Acceptable Foods Card www.wicfoods.org

8 How do you lock your computer?

Why should a Dual Enrollment search be one of the very first things (if not the first) that you
do when dealing with a WIC applicant?

"21E1S FI0 & M3AN UI2IATwATE UONEIINIAD

FAILDV UE 24T 10U s20p Juearjdde a1 amns aew o] "¢ "wonng 1ndmo ) 20T 310 {22 PUE 2123 + UV + A 5521

‘g pIEDSpoog 21qead=00W DIAL 4 TRIPIWD “SINEJU “TRIHOM " HSU [EUODLONT PIUE IO “AJUpP1sal 41082180 ¢ oAl '+ 20U
MM "¢ POOJ JO SAZIS DUTEINOD pUE ‘spuelq ‘sadA) ogpads Ang 01 pasn 2 AJUO WED S3PITD DA, — 2S[ES "7 1S 1wRuemrad ']
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APPLICANT PRESCREEN WINDOW

The Applicant Prescreen window is used to record basic demographic/eligibility information and create new households in WICSIS. You should only
open this window if you are sure that neither the applicant nor any member of his/her household: has an active record anywhere in NYS (Dual

Enrollment search) or record in your local agency database (Participant Overview search). As a minimum, you should try to prescreen all household

members who will require certification appointments; ideally, you will prescreen all household members at the same time.

Request Date — lists today’s date. Take note of this date
as WIC policy dictates that you schedule certification
appointments and access each applicant’s WIC eligibility
within specific processing timeframes.

Family Members —displays all of the
household members you prescreen.

Name... — click this button to
enter or edit the name of the
applicant or household member.

Type — use these radio buttons to indicate
whether the person is WIC or non-WIC.
Certain fields are enabled and/or required for
WIC types (e.g., DOB, Sex, Category).

DOB - enter the individual’s date of birth here.
WICSIS compares the DOB against other
information such as Type and Category to
make sure your selections are logical. If they
aren’t, you will receive a warning message.

Category — use this dropdown to select the
applicant’s WIC category — Prenatal woman,
postpartum woman, breastfeeding woman, infant,
or child.

mET[IlSN - Applicant Pre-screen

Suzy Summetime

Fregnant ¥/

:P\equest Diate: 07/12/2010 Fequest Method: |'Walkin ;l
~ Family Membars v 1 Residential Address
Applicant Mame Categaory

Yaman

Address. . |

[ WemterBata————

|Suzy Summerime

/Tyge: T
- Doaz}g/|1 5/1985

e >

C NON-WIC

:iP gnant¥wWoman ;'

MNarme. . .

Se)lemale vl

— Mailing Address

" Same as Residence

Address, I

Mpdicaid Seci: [11

/
:j — Family Phone
Fhone Mumber: [ 1 -

/

Fhone Type : l

&

/Add | Delete |

Schedulqﬂ.ppuintment I
/

C|DSE* | CanceK | Save I Help |

[

Last modified: 11/8/2010

Schedule
Appointments —
click this button
to go to the
Participant

Sex — use this
dropdown menu
to select the sex
of the household
member.

Close — click this button to
SAVE all the information
in the window, trigger Dual
Enrollment and Participant
Overview searches, assign

Cancel - click
this button to
close the window
without saving
any information.

Appointments
window and
schedule an
appointment.

WIC ID numbers to
household members, and
close the window.
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Applicant Prescreen Window (continued)

Use this window one time ONLY for each new household. If you accidentally close the Applicant Prescreen window before you are finished adding
household members, do not try to open it again! You can always add the remaining household members via the Household Composition window.
Every time you open the Applicant Prescreen window, WICSIS creates a new household, or unique record. If you prescreen the same person twice,

you will create a duplicate record.

Add - click this button
to create a new line in
the Family Members
area and refresh the
information in the
Member Data section.

Request Date: 07/2/2010

— Family Merbers

Request Method — use this dropdown

[ﬂETDISN - Applicant Pre-screen ___

Request Method: IWaIkin

Applicant Wame

Summerirme

Category

Fregnant Woman

i Member Data

|Suzy Summertirne

Type: & WwiC

DOB:ID-’-IH 5/14985

C NORNAWIC

Mare. . . I
Sex;IFemaIe v!

Category:’Pregnant ‘Woaoman

Bl

—Adjunct Frogram-

Program: iMedicaid

Pragram D [JK12345K

\Mec#uid Seq 01
\

/

\

Last modified: 11/8/2010

FE

Delete I
4
Schedule Appointmg:n |

E

-Besidential Address

— menu to select the applicant’s request
method — walk in, phone, or mail.

123 Fourth St Brookdyn, MY 11238

Addresi. ot |

or edit the residential and mailing

~Mailing Address

addresses.

Address — click on these buttons to enter

p}Same as Residence

123 Fourth St Brooklyn, MY 11238 /
Addrdss. 1

preferred phone number here.

to select the phone type. Please note:

—Femily Phone

Phone Type : |BElRE sl

/‘
DneNumher:I(555)444-3333 //

selecting Do Not Call will not prevent
auto-dialer programs from contacting
the participant’s household.

Phone Number — enter the participant’s

Phone Type — use this dropdown menu

Close “ Cancel | Save KI Help |

|

i

|

Delete — click this
button to delete the
household member you
have highlighted in the
Family Members area.

Adjunct Programs —
the information you
enter in this section will
automatically be
transferred to the
Maintain Adjunct
Programs window.

Same as Residence —
When the mailing address
is the same as the
residential address, click
this checkbox to avoid
having to enter the
address twice.

Save — click this button to save all the
information in the window, trigger
Dual Enrollment and Participant
Overview searches, assign WIC 1D
numbers to household members, and
activate the Schedule Appointment
button.
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HOUSEHOLD COMPOSITION WINDOW

There are specific criteria for determining who should be included in a participant’s economic unit, or
as the WIC program refers to it, household. Unlike many other social service programs, WIC does
not examine legal responsibility or familial relationship when approximating household size. Instead,
WIC staff must figure out who lives together, shares income, and consumes the same goods and
services. When a group of people meets those three criteria, they are considered to be interdependent
and must all be included in the Household Composition window in WICSIS.

The Household Composition window is divided into three tabs that capture demographic information
about individuals, as well as the relationships among and between household members. All of the
data that you (or your coworker) entered in the Applicant Pre-screen window when the household
was created was automatically transferred into this window. The information listed in the Household
Composition window affects eligibility for the WIC program, how the WIC food package is divided
among WIC checks, growth charts, allowable food substitutions, and several other areas in WICSIS —
so make sure you always review it with applicants and participants!

Add - click this button to add a new
person to the household. Make sure
you see a blank template before you

This header summarizes basic
information about the person whose
name is highlighted in the
Household Tree area (i.e., WIC ID
number, name, date of birth, WIC
category).

start entering his or her information.

NYWICSIS - [CT105N - Household Composition ]

¢ File Edit Operations Driver Window Help

= B # . e » X

Print. Exit Start Driver Prior Screen flext Screen Add Delete Fave Help

8181%, Belle Red DOB: 09/28/2007 Child 2 years old

Household Tree — review this = E;”“Sjrnﬂ: o o s | A |Famity | Household |
section with the enrO”ing parent or - r Click here to indicate the date the participant passed away: Rt
guardian, applicant, or participant to ~Characteristic
make sure that everyone who is part e IBfne Red Name. |
of his or her household is listed e i .
here. The people listed here ; r : o N Typer EWIC £ NamWIC DB [os/26/2007
establish the household size for ik Samuel Sister i s ——
income determination prpOSES. :thmcﬂy.]NotHlspamc or Latino LI
| American Indian or Alaskan Native [ Asian Bl

Every household in WICSIS is I Mative Hawaiian or Pacificlslander SR
divided into one or more families.
This image displays a two family other: [Salman Nicole = A
household. Lanpuage: | |

Ed cation:! d H

Last modified: 11/8/2010

The information that appears on the
right side of the screen is specific to
the person you have highlighted in
the Household Tree section. Make
sure you highlight the correct
person before entering or updating
any information!
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Household Composition Window — Personal Tab

The personal tab is used to record demographic information about each household member. WICSIS automatically saves information when you click
on a new tab or different household member, or close the window and click “Yes” in the dialog box. Although only certain fields are required
(highlighted in blue), you should try to gather/enter as much information as possible about all applicants, participants, and non-WIC household
members.

DOB - make sure each individual’s date of birth is listed Sex — use this dropdown menu to record the sex of
correctly here (WIC and non-WIC). Not only does this every household member. Similar to the DOB
information affect participants’ certification periods, growth field, this information affect participants’ growth
charts, and eligibility for the WIC program, it also cannot be charts and cannot be edited after a participant is
edited after a participant is enrolled in the program. enrolled in the program.

Name... — click this button to enter Personal |Family | T |
or edit the name of the applicant, —

participant or household member W the date the paricipant passed awegx Retira. . | \
— Characteristics
IBeIIe Red \‘Name__ Referrals\.. | Aligs.. Notes...

Type — use these radio buttons to indicate T CWIC e DOB: 03/z8/2Ms SExziFemeue ¥v|
whether the person is WIC or non-WIC. i~ Ethnicity/Pace
Certain fields are required for WIC types (e.g., Ethnicity: | Mot Hispanic or Lating ~|

DOB, Sex, EtthIty’ Relatlonshlp to CT, etc.) ™ American Indign or Alaskan MNative [ Asian [ Black or African American
] | NWn or Facific Islander ¥ Sihite

Relationship to CT: !Daughter

Ethnicity/Race — use this area to record the
ethnicity that a participant most identifies with
and at least one (or all applicable) race
categories.

Marital Status: I

Lefleflel]

j_i Health Care Insurer: iMedicaid Managed Care

Mother — use this dropdown menu to select the
name of a child or infant’s birth mother. This
field is mandatory for all WIC type infants and 00/00/0000 00/00/0000 Child Fending
children and is prefilled with the names of all
females in the household who are at least ten
years old. Select Not Applicable if the WIC
participant is a foster child or if the birth
mother does not reside in the household.

High |Frionty
Risk |
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Household Composition Window — Personal Tab (continued)

Retire... — click this button to record the death date for a household
member. Once this date is recorded, WICSIS will automatically
remove the person from the household. If this button is not enabled
for you, you must contact your Coordinator or Site Manager when
you learn that a WIC household member passed away.

Referrals... — click this button to view or
record referral information (i.e., referrals to
other social service programs, who referred the
applicant/participant to WIC).

|

/ Notes... — click this button to open the Notes
Personal |Family | Househald | L window, where you can record new information
Click here to indicate the date the paricipant passed away: Retira... I about participants and household members or view
e old notes.
- Characteristics v ¥
iBeIIe Fed Mame... | Referrals...l Alingg. | Motes... |
Type: FAWIC C HonWIiC DOB: |D3f28.n"2IJIJB Sex |Female = ?‘e“as--_- _kr::g:l:'](':]k thiz_zl;tton :T?egdliatlgr rec%g.agasis
B R , .g., nic e, maiden name). Please note: Dua
Ethnicity: [Nt Hispanic or Lating #l N Enrollment and Participant Overview searches do not
: have access to this information.
[ American Indian o Alaskan MNative ™ Asian I Black ar African Arierican
[ Mative Hawsiian or Pacific lslander ¥ Wihite
' Relationship to CT — use this dropdown menu to
L1
Mother: ISaImun MNicole ;‘ Felationship to CT: iDaughter A/Li I’E(IEOI’d the hOUSGhO!d membe_r’s rglationship t? the
Language:lf = Mrial Status:| = primary caretaker (|:e., Self) in h|§ or her famlly.
. x Selecting Foster Child here will disable certain
EdUCﬂt'DW//v | Health Care Insurer: | Medicaid Ma'rflged Care \%| mandatory fields in the Maintain Nutritional and
= 3 Behavioral Data window.
= Cemflc:al]gn Histony
Begin High |Pricry
2o __ R Marital Status — use this dropdown menu to record
"""""""""" R the household member’s marital status.
[ Health Care Insurer — use this dropdown menu to
Language and Education — use these dropdown Certification History — this area reco_ro_l health care information. If an applicant or
menus to record a participant’s primary language provides category, status, participant tells you that he or she has no health care,
and the highest grade level that was completed. beginning/end date, and be sure to provide a health care referral.

These fields are mandatory for pregnant,
postpartum, and breastfeeding participants.

and past certifications.

risk/priority information for current

Last modified: 11/8/2010
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Household Composition Window — Family Tab

The information contained on the Family tab of the Household Composition window is specific to the family of the person who is highlighted in the
Household Tree area. This tab allows the primary caretaker to customize his or her family’s WIC experience (e.g., specifying contact information,
authorizing proxies, etc.) If the participant is a foster child, you will use this tab to record the contact information for and names of his or her foster
parents. Whenever foster parent information changes, you should always write a note that includes name and contact information, along with contact
information for the foster care agency.

Mailing Address — this area displays the address Proxies — this area displays the names of the people selected to be proxies or
where the family receives mail. Click the Address representatives. A checked box indicates a representative and an unchecked box
button to add or edit this information. Click the indicates a proxy. Click the Add button to edit information and the Delete button to
Copy to All button to make this address the remove a proxy or representative. Do not make any changes here until you see a
mailing and residential address for every person in completed Authorization form. The names that are displayed here will also be listed
the household. on the WIC ID Card.
bersonal | Famil i e // Shopping Visits — this number affects how each
participant’s food package is split up among his or
—Mailing Addres — Proxies | her WIC checks (i.e., increasing this number will
¢ Beomotiabe RBd Albany, Ny 12207 Py / increase the number of checks that the participant
b i receives). This number does not affect the size of
BIEGE e , — the actual food package.

Phone Number and Phone Type — use these
fields to display the family’s preferred phone
number and type of phone. Please note: selecting

bigrant Family: |ND4 v| Shopping Yisits: |_3 (ttnthly) Do Not Call will not prevent auto-dialer programs
\

= — | from contacting the participant’s household. If the
Phone Mumber. [(518]459-6623  Phane Type: [Cell Phone “’i‘/ primary caretaker does not want to be contacted by

Copry to All | Address |

Add | Delete |

phone, record his or her phone number in the
— Family embers ; Notes window along with a note detailing the
Mame Categaory Certification |Latest situation.
Status Begin Date
Micole Salmaon Fregnant Woman FPending
Twler Red Child Pending\

Migrant Family — use this dropdown menu to
record the family’s migrant status. Selecting Yes
here will automatically generate a risk in WICSIS.

Family Members — this section displays
information about the current certification status
for each family member.
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Household Composition Window — Household Tab

The Household tab of the Household Composition window displays information that pertains to the entire household (economic unit) of the person
highlighted in the Household Tree area.

Household Composition — this section displays a summary of the
total number of people in the household, as well as a breakdown of
the WIC and non-WIC type members. Although the summary here
does not include unborn fetuses, WICSIS does automatically
increase the household size by one for every prenatal WIC type
person in the household when assessing for income eligibility.

\

Residential Address — this area displays the
address where the household resides. Click the
Address button to add or edit this information.

Personal | Family ~Household

Click the Copy to All button to make this address ~ Fesidantial Address ~ Household Corpposition
the mailing and residential address for every | 2Beomotiohe Rd Albany, NY 12207 Haousehald Jze: 6
person in the household. [l

WlC hembers: 4

Housing Type — use this dropdown menu to MorswlC Mermbers: 2

document the type of residence (fixed address, Copy to All ] Address
shelter, no fixed address) and whether household \

members are able to heat and refrigerate/freeze
their food (adequate food preparation or
(adeg PSP Housifity Type: {EkERstelsl= dequate food preparation

inadequate food preparation). No Fixed Address
refers to participants who are homeless. Selecting
this option will automatically generate a risk,
reduce the issuance cycle to one month, and allow
nutritionists to substitute certain “shelf ready”
foods in the WIC food package.
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PARTICIPANT OVERVIEW WINDOW

The Participant Overview window is divided into six distinct tabs that provide a variety of
information about what is happening with a participant. No data entry is completed in this window;
the majority of information is in a read-only format, meaning you can view it, but cannot make
changes. As with the Household Composition window, the information that appears on the right side
of the screen is specific to the person highlighted in the Household Tree area. On the majority of tabs,
the information at the bottom of the page will change based on which item you highlight at the top.

Appointments — summarizes key details
about future appointments, as well as
historical information about old appointments.
The details of the highlighted appointment
appear on the bottom half of the screen.

Correspondence — displays residential and mailing
address information, along with the primary phone
number for the family. Click the Notes... button to
write a new note or read old notes. Click the Letter
Summary... button to view a summary of all
system-generated correspondence.

Certifications — summarizes key details about
current and past certifications, including the status
(e.g., active, pending, expired), certification period,
names of the staff members who enrolled the
participant and verified the household income, and,
if applicable, the extension date and/or date the
certification period expired.

The Hematology button opens the Blood Work
Information window, which provides a summary of
all the blood work values that were entered for the
highlighted participant.

Last modified: 11/8/2010

Benefitlssuance i
Appointments !CDrrespDndence I Certifications ! Care Plans I Fisks i

Anppointment]  Appointment Instructor Service

10 Family
10 Family wipachris

Mutrition Education

Subsequent Cerification

Appointment Detail
Date: 07/23/2010

Begin Time: 09:45 Ak

Type: Family
End Tirne: 10:00 A
Senace: Mutrition Education Contact Healthy Lifestyle/Fit\WIC
Attendance: Scheduled Feason:

Site: Appleville - Site One

Benefitlssuance
Appointments Correspondence | Cerifications Care Plans lR\sks i

~ Residential Address
1 Sand Creek Rd Albary, MY 12205

—tdailing Address
1 Sand Creek Rd Albamy, NY' 12205 Motes...

Letter Sumrnary. |

Fhone #: (518) 456 7850

Phaone Type: Home

Benefit|ssuance I

Appointments iCDrrespondence Certifications | Care Plans iRisks |

Exten. Dt | Term. Dt

Beqgin Dt
DG/23/2000 0401 3/2011

Fregnant Warman Active

Paper Cerification

Ceification Period :  06/23/2010 to 047132011
|ssuance Cycle: One month
Enralled By . Christie, Agatha
Inc. Werified By Clerk1B, A
Extension Date ;00000000
Due Date:  03/02/2011

High Risk: [

DOD : 00/00/0000 Hematology... l
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Care Plans — provides information on any
high risk care plans that were created for
the highlighted family member. The
details of the highlighted care plan appear
on the bottom half of the screen.

Risks — displays the nutritional risk
criteria that were used to qualify the
highlighted member for his or her most
recent certification period.

Benefit Issuance — displays issuance
information for food packages that were
authorized, issued, or reissued for the
highlighted participant.

The details of the highlighted issuance
month appear on the bottom half of the
screen, including the percentage of
proration and quantity of each food item.

The Next Check Date section includes the
next Not Good Before (NGB) date along
with a Return Formula button that leads to
a list of dates reflecting when cans of
formula were returned.

Last modified: 11/8/2010

Benefitlssuance I

Appointrments l Correspondence Cerifications

Care Plan Marme

Individual care plan
Healthy Litestyle

Care Plans IRing I

rCare Plan Detail

Open Close Last
Date Date Updated

Reguired

Risk Start |Risk End
Date Date

07/01/2010 07;01/2010 070172010 [

0040040000 00/00/0000

Benefitlssuance |

Appointrments | Correspondence Certifications Care Plans ~ Risks

Category

CPA

Anthropormetry

SRR

1

Low maternal wt gain based on prepreg Bl

s Prepreg Bl >=25 06/
Sys Maternal wt loss during preg 1sttrimester 06
Dietary Factars Sys Dietlow in caloriesfnutrients or malabsorption after banatric 06/

-

3

Appointments I Correspondence Cerifications

Benefit Issuance |

Care Plans |Risks |

| Auth Dt

NGE Date I Prorat\on%l Food ltem

0f 010 0%

Mk
Feanut Butter

WIC Bread

Diozen

Monfator 1% 22 Cluart

Vegetables and for Fh / Frozen / Car

Date oflssuance |Bypass User
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LET’S REVIEW!

When a person’s name is misspelled in WICSIS, you must click the button to
correct/update his/her information.

2 What happens when you click the Close button in WICSIS?

The Applicant Prescreen window is/can be used to: (circle all that apply)

3 create new enter DOBs record contact info write notes add household
households members

4 How do you add a new person to an e household in WICSIS?

List the three tabs in the Household Composition window:

6 Which items cannot be edited in WICSIS after a participant is enrolled? (circle all that apply)
name DOB sex address ethnicity

List the six tabs in the Participant Overview window:

7 L] [ ] [ ] [ ]

"3OUENSS] SUIAUSG PUE ‘SHSR “SUE[J 2780 ‘SUOHEIIINST “souspuodsarios

‘symemnmoddyy ;X295 PUE QoI T DIOUSSNOL] DUE AJIOE] ‘[EUOSIRJ "C [ISTIT SoUDIEaS

oA Op 01 198707 1, T0(] "0 TONESodre) PIogasnol] ST W 2JE T0A TS TONNng PPy 20

HAUTD f SIDQUISTE DIOT2STON MIT DPE “OJTI 10BIU00 PI0JAT ‘SO JRIH2 “SPIOTRSTOf MIT S1E3E) §
"25072 [l MOPULA 301 U213 PUE 3AES [[I AMODUIA JET) U1 3PETH NOA SIEUEYD 2R JO [V 7~ SWEN T

Last modified: 11/8/2010



