
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CMS User Guide 

 

Version: 2.7 



CMS User Guide  CDP, Inc. 

Table of Contents 
2 

Table of Contents 

1 Document History ...................................................................................................................................... 6 

2 Acronyms and Definitions .......................................................................................................................... 7 

3 Introduction ............................................................................................................................................... 9 

3.1 Custom Data Processing Overview ..................................................................................................... 9 

3.2 Document Purpose ............................................................................................................................. 9 

4 Getting Started ......................................................................................................................................... 10 

4.1 Application Overview ........................................................................................................................ 10 

4.2 Logging into the Application ............................................................................................................. 11 

4.3 Managing My Account ...................................................................................................................... 11 

4.3.1 Edit Profile .................................................................................................................................. 11 

4.3.2 Forgot My Password .................................................................................................................. 12 

4.3.1 Changing My Password .............................................................................................................. 13 

4.3.2 Logging Out of the Application .................................................................................................. 13 

4.4 Getting Familiar with the Interface ................................................................................................... 14 

4.4.1 CDP Portal .................................................................................................................................. 14 

4.4.2 CMS and WIC EBT Buttons & Icons ............................................................................................ 17 

4.4.3 Navigation Tips ........................................................................................................................... 19 

5 Patient Functions ..................................................................................................................................... 29 

5.1 Household Search & Patient Search ................................................................................................. 29 

5.1.1 Patient Search ............................................................................................................................ 29 

5.1.2 Adding a New Patient ................................................................................................................ 33 

5.1.3 Registering A New Patient ......................................................................................................... 35 

5.1.4 PEF Entry .................................................................................................................................... 39 

5.1.5 CMS 1500 ................................................................................................................................... 56 

6 Household Functions ............................................................................................................................... 63 

6.1 Member Page .................................................................................................................................... 65 

6.1.1 Add Member .............................................................................................................................. 68 

6.1.2 Delete Member .......................................................................................................................... 69 

6.1.3 Third Party Information ............................................................................................................. 69 

6.1.4 Income/Proofs ........................................................................................................................... 70 



CMS User Guide  CDP, Inc. 

Table of Contents 
3 

6.1.5 WIC Issuance .............................................................................................................................. 72 

6.1.6 Transferring Members ............................................................................................................... 80 

6.1.7 Labels ......................................................................................................................................... 81 

6.1.8 Editing a Household ................................................................................................................... 82 

6.1.9 Creating a New Household ........................................................................................................ 86 

7 Patient Menu Functions ........................................................................................................................... 90 

7.1 Patient Menu .................................................................................................................................... 90 

7.2 Accounts Receivable Listing .............................................................................................................. 92 

7.2.1 AR Payment .............................................................................................................................. 100 

7.3 Growth Charts ................................................................................................................................. 102 

7.3.1 Measures and Blood Work History .......................................................................................... 102 

7.3.2 Edit Measures and Blood Work ............................................................................................... 104 

7.3.3 New Measures/Blood Work ..................................................................................................... 105 

7.3.4 Viewing and Printing Growth Charts........................................................................................ 109 

7.3.5 Certification .............................................................................................................................. 117 

7.4 PEF Listing ....................................................................................................................................... 123 

7.5 Registration ..................................................................................................................................... 124 

7.6 Account Balance .............................................................................................................................. 125 

7.7 Food Package Assignment .............................................................................................................. 127 

7.7.1 Eliminate/Reduce from Food Package ..................................................................................... 131 

7.7.2 Replace Benefits ....................................................................................................................... 132 

7.8 WIC History ..................................................................................................................................... 137 

7.8.1 Patient Detail Page ................................................................................................................... 138 

7.9 WIC Inquiry...................................................................................................................................... 141 

7.10 Return Purchased Formula ........................................................................................................... 143 

7.11 Print VOC ....................................................................................................................................... 144 

7.12 View Benefits ................................................................................................................................ 146 

7.13 Void Benefits ................................................................................................................................. 148 

8 VOC Search ............................................................................................................................................. 151 

8.1 VOC Transfer – Patient Demographics Only ................................................................................... 153 

8.2 VOC Transfer – WIC Data ................................................................................................................ 156 

9 Patient Search ........................................................................................................................................ 161 



CMS User Guide  CDP, Inc. 

Table of Contents 
4 

10 Food Instrument/Card Search .............................................................................................................. 164 

10.1 Food Instrument Ranges Search ................................................................................................... 164 

10.2 Food Instrument Issue .................................................................................................................. 165 

10.3 Receive Food Instrument .............................................................................................................. 166 

10.3.1 Food Instrument Block Detail ................................................................................................ 167 

10.3.2 Farmers Market Nutrition Program ....................................................................................... 169 

11 Order Forms ......................................................................................................................................... 171 

12 Accounts Receivable (AR Batch) .......................................................................................................... 173 

12.1.1 Editing a Batch ....................................................................................................................... 174 

12.1.2 Posting to a Batch .................................................................................................................. 175 

12.1.3 Adding a New Batch ............................................................................................................... 178 

13 Breastfeeding Peer Counseling ............................................................................................................ 180 

14 Clinic Billing .......................................................................................................................................... 182 

14.1 Clinic Billing Search ....................................................................................................................... 182 

14.1.1 Edit Clinic Record ................................................................................................................... 183 

14.1.2 Add Clinic ............................................................................................................................... 186 

14.2 Clinic Contact Search..................................................................................................................... 189 

14.2.1 Clinic Contact Edit .................................................................................................................. 189 

14.3 CDP KYCMS Support Tables .......................................................................................................... 190 

14.3.1 Forms ..................................................................................................................................... 190 

14.3.2 Employee ............................................................................................................................... 192 

15 User Security ........................................................................................................................................ 194 

15.1 User Security Search ..................................................................................................................... 194 

15.2 Edit User ........................................................................................................................................ 194 

16 Help ...................................................................................................................................................... 196 

16.1 Contacts ........................................................................................................................................ 196 

16.1.1 Program Contacts................................................................................................................... 196 

16.1.2 Application Assistance ........................................................................................................... 196 

16.1.3 General Hardware and Software Assistance ......................................................................... 196 

Appendix A: WIC Procedures .................................................................................................................... 198 

A.1 WIC Benefits Issuance ..................................................................................................................... 198 

A.1.1 Replacement ............................................................................................................................ 200 



CMS User Guide  CDP, Inc. 

Table of Contents 
5 

A.2 WIC Certification ............................................................................................................................. 203 

16.2 WIC Labels ..................................................................................................................................... 206 

16.3 WIC Registration ........................................................................................................................... 207 

16.4 WIC VOC ........................................................................................................................................ 211 

 

 



CMS User Guide CDP, Inc. 

Document History 
6 
 

1 Document History 

Version Date Comments 
.01 6/10/2015 Initial document creation 

2.0 May 31, 2013 ▪ New format 

▪ Organized by Support Staff 
and Patient Menu functions 

▪ Added WIC Appendix 

▪ Updated screenshots  

2.1 October 1, 2013 ▪ Updated text and 
screenshots based on 
releases 

▪ Added reference links 

2.2 May 19, 2014 ▪ Updated text and 
screenshots based on 
releases 

2.3 July 1, 2016 ▪ Updated based on releases. 
Sections impacted: 

▪ Patient Functions, 
Patient Search 

▪ Registering a New 
Patient 

▪ Household Functions, 
Member Screen 

▪ Growth Charts, 
Certification 

▪ Food Package 
Assignment 

▪ Breastfeeding Peer 
Counseling (new 
section) 

 

2.4 August, 2020 ▪ Updated based on releases. 
Sections impacted: 

▪ CDP Portal 

▪ Registering a New 
Patient 

▪ Member page (Online 
Nutrition Education) 

▪ Certification (MCHA 
Quick Guide) 

▪ Clinic Table (Clinic 
Billing Search, Clinic 
Contact Search, CDP 
KYCMS Support 
Tables) 
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Version Date Comments 

▪ CDP KYCMS Support 
Tables (Forms and 
Employee) 

▪ User Security 

▪ General updates for 
consistency and 
formatting 

2.5 September 2022 ▪ Updated to include PEF 
Entry, Adding CPT Codes, 
PEF Listing, Viewing A/R in 
the following sections: 

▪ PEF Entry 

▪ Adding CPT Codes 

▪ Receipt 

▪ PEF Listing 

▪ Viewing A/R 

▪ Patient Menu – PEF 
Listing 

▪ Patient & 
Immunization Search 

2.6 November 2022 ▪ Updated to include 
CMS1500 including: 

▪ CMS1500 Search 

▪ Voiding or Canceling 
a Prior Claim 

▪ Rebilling Steps for 
PEFs – Quick 
Reference table 

2.7 January 2023 ▪ Updated to include 
Accounts Receivable 
including: 

▪ Accounts Receivable 
Listing 

▪ AR Payment 

▪ Accounts Receivable 
(AR Batch) – Editing, 
Posting, and Adding a 
Batch 

 

2 Acronyms and Definitions 

Acronym/Term Definition 
Benefit Period A time period during which WIC benefits may be redeemed.  This 

includes the beginning benefit availability date and ending benefit 
availability date. 

BMI Body Mass Index 
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Acronym/Term Definition 
CMS Clinic Management System  

 
  

EBT Electronic Benefit Transfer.  The electronic transfer of government 
benefits to individuals through the use of card technology and point-
of-sale terminals. 

Host 
 

A central processor/computer which can act as a database processor 
and/or switch for transactions leaving or coming into a central 
processor.   

KTAP Kentucky Transitional Assistance Program.  KTAP is a monetary 
assistance program which provides financial and medical assistance to 
needy dependent children in Kentucky and the parents, or relatives, 
with whom the children are living. 

MCHA Mid-Certification Health Assessment 

PEF  Patient Encounter Form  

Personal Identification Number 
(PIN) 
 

A four character numeric code issued to or selected by a cardholder, 
which must be utilized by the cardholder in conjunction with a card to 
initiate a transaction. 

Retailer A dealer in foodstuffs, meats, produce, and dairy products.  In the 
context of this document, the term also covers any parties who are 
authorized by the State to be a vendor of WIC approved items, and/or 
perform WIC-related computing or financial transactions for them.  

RTC Return to Clinic 

System A collection of hardware, software, persons, and procedures that work 
together to perform a set of functions. 

VOC Verification of Certification 

WIC Women, Infants and Children.  WIC is a Special Supplemental Nutrition 
Program for Women, Infants, and Children. 

WIC Benefit A product provided by the WIC program to a WIC participant. For 
purposes of this system, a WIC benefit can be thought of as an 
authorized food product. 

WIC Category A grouping of authorized food products, such as milk or formula. 

WIC Participant The individual to whom WIC benefits are issued. 

WIC Subcategory A specific type of authorized food product within a WIC category, such 
as whole milk or skim milk.  These are subcategories to the category of 
milk.  Subcategories can be either Broadband (000) or Specific (> 000).   
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3 Introduction 

3.1 Custom Data Processing Overview 

Founded in 1981 in LaGrange, Illinois, Custom Data Processing (CDP) is the nation’s premier provider 

of data management systems and services, including two CDP-owned, Tier 3 data centers for the 

public health community. For over 40 years, CDP has 

provided customized solutions for public health clinic 

management, WIC, eWIC, home health, and 

environmental health.  

CDP’s business model has been successfully 

implemented in thousands of sites across the country, 

providing cost effective tools for the public health 

professional. Built with client collaboration and 

designed to meet state and national health standards, CDP’s health management systems are 

important tools for improving the quality of health services to all citizens. To learn about CDP 

enterprise health solutions, call (800) 888-6035 or visit http://www.cdpehs.com. 

3.2 Document Purpose 

This document describes the functionality, configuration, and operation of the Kentucky Clinic 

Management System. The audience of this document includes: 

▪ Clinic Staff 

▪ Customer support  

▪ State program administrators 
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Note that 

throughout this 

document, the 

words “patient” 

and “participant” 

are used 

interchangeably. 

4 Getting Started 

4.1 Application Overview 

The Kentucky Clinic Management System is a comprehensive system that: 

▪ Is a Web-based system that is integrated with WIC Direct—the online, WIC EBT solution 

▪ Is a comprehensive clinic management system including patient registration, service 

reporting, billing, and management reports 

▪ Has an appointment scheduling module 

▪ Has the option to place patients in a household or register them individually 

▪ Features a Growth Chart module that automatically plots measures 

▪ Contains a WIC, automated risk assignment module 

▪ Has a food package assignment module that supports the Federal food package rules for 

WIC 

▪ Enables WIC benefit issuance in both a paper system and eWIC 

▪ Accesses a statewide immunization registry 

The WIC Direct System is an EBT (electronic benefits transfer) system that is an online, real time, 

electronic system in which WIC participants access their benefits using a magnetic stripe card, 

similar to a debit card, instead of a traditional paper food instrument.  Highlights of this process 

include: 

▪ A participant is certified as WIC-eligible at a clinic. 

▪  An EBT account with participant demographic information is established through the 

Kentucky CMS System for each participant. 

▪ An eWIC card is issued to the participant in the clinic and the participant selects a four-digit 

PIN (personal identification number). 

▪  Monthly food benefits are issued to the client and posted electronically to the participant’s 

account. 

▪  The eWIC card is used to access food benefits in the retail store.  

▪ The EBT host (server) plays the central role in the WIC Direct System.  The Kentucky WIC 

Host interacts with the WIC EBT System to 

▪ Exchange claim, auto-reconciliation, and error notification files 

▪ Provide authorized product lists 

▪ Process online retailer purchase requests 

In the WIC Direct System, each family/household member’s food benefits are aggregated into a 

single account.  The household account consists of specific types and quantities of food items, each 

with specific eligibility and expiration dates.  These dates are cyclical and are set by the State WIC 

Authority. 
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Most WIC participant information is recorded in the CMS system, and then transferred seamlessly to 

the EBT System.   During the initial registration process, registration clerks will be the first point of 

contact for gathering information about participants in the WIC EBT program.  Much of this 

information is automatically transferred from the CMS system to the EBT system as information is 

saved during the registration process.  Participant, household, eWIC card, and benefit information is 

also updated in the EBT system each time a change is made in the CMS. 

4.2 Logging into the Application 

To login to the Kentucky CMS System through the CDP Portal, double click the portal icon, enter the 

username and password in the appropriate fields, and click . When a user logs into the CDP 

Portal, they will be logged in to both the CMS and WIC Direct Systems and will be able to move 

seamlessly between the two systems. 

 

 

After login credentials are validated, you will be taken to the CDP Portal Main Menu. 

4.3 Managing My Account 

4.3.1 Edit Profile 

To edit your profile, click the  button at the top of the CDP Portal Main Menu page. 
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The Edit Profile page will be displayed. 

 

▪ User profile information that can be edited is First Name, Last Name, and Email Address.  

▪ To edit the CMS Profile Options, use the drop-down menus to change the Clinic or Reason 

for Visit, or manually edit the WIC Printer and Visit Date.  

▪ To save any changes made, click Save.  

4.3.2 Forgot My Password 

If you have forgotten your password, click the  button at the top of the CDP Portal 

Login page.  
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A page will appear with a form requesting the Username and Email Address fields to be completed.  

 

Type your Username and Email Address associated with the user account in the appropriate fields, 

and click the  button. Your password will be sent promptly to the email address entered.  

4.3.1 Changing My Password 

To change your password at any time, click  at the top portion of the CDP Portal 

page. 

4.3.2 Logging Out of the Application 

To exit the CDP Portal from any page, click . When successfully logged out of the CDP 

Portal, the following page will be displayed 
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4.4 Getting Familiar with the Interface 

This section explains the main Portal page; used to access most applications, common commands, 

icons, buttons, and navigation tips for using CMS.   

4.4.1 CDP Portal  

After successful login to the CDP Portal, the Portal Main page will be displayed including the 

Memberships and Portal News sections. The Memberships section lists all user groups to which a 

user belongs; all the systems to which they have access; and all applications to which they have 

access. In this user guide, the CDP Portal page will be referred to many times when a user will be 

switching to a new application within CMS. 

 NOTE: The list of applications on your Portal page may differ from the example shown 

below based on user security and access.  
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4.4.2 CMS and WIC EBT Buttons & Icons  

 

 

FUNCTION BUTTON/ ICON 
Add Household information 

 
View a participant’s WIC Benefits 

 
Cancel information and return to the previous page 

 
Print a certificate of a patient’s immunization records 

 
Clear existing information 

 
Transfer information to a different county 

 
Create a new household 

 
Delete a previous entry 

 
Go to the EBT Account page 

 
Issue an eWIC card 

 
Edit an existing record 

 
Export benefits 

 
Retrieve forgotten password 

 
Initiate a search 

 
Go to the Household Search page 

 
Hide a search filter 

 
Issue patient benefits 

 
Create and print labels 

 
Log out of CMS System 

 
Go to Member page 

 
Modify patient’s benefits 

 
Add a new record 

 
Create a new household 
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FUNCTION BUTTON/ ICON 
Go to the Patient Menu page 

 
Return to the menu of Applications and Systems 

 
Go to the Registration page  

 
Replace Benefits in Food Package Replacement 

 
Return to the previous page 

 
Go to the Return to Clinic page 

 
Save data entered 

 
Save information entered and add an eWIC Cardholder 

 
Save information and return to the Account Details page 

 
Save information and go to the Income/Proofs page 

 
Save information and go to the Patient Menu 

 
Save information and return to the Portal 

 
Save information and add third party liabilities 

 
Save information and go to the VOC page 

 
Save information and go to the WIC Issuance page 

 
Initiate the search process 

 
Show a search filter 

 
Transfer patient information 

 
Update a record 

 
Void Benefits in a Food Package  
Return to the first or last page of results 

 
Return to the previous or next page of results 

 
Go back to a main page  

Edit or Update a Record 
 

Go to the WIC 75 Report 
 

Show a Record 

 
View more information 

 
Select a date 

 
See how the results were filtered  
Update a User/View User Details 

 
Update a Vendor/View Vendor Details 
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FUNCTION BUTTON/ ICON 
  

4.4.3 Navigation Tips  

Using Search Filters 

▪ When using search filters in the CMS or WIC EBT Systems, the filters may differ in 

appearance, however the operations work in the same manner.  

Click inside of the search filter box; enter information, and then click .   

Examples: 

 

 

 

 

 

 

 

   

There are several methods of selecting information within the search filters. These include: typing 

the information into a search box, drop-down menus, scroll menus, and more. 

Drop-down Menus 

▪ Many times the Search Filter sections will also contain drop-down menus. Clicking in the 

drop-down field will display a list of choices. Left-click on the arrow, then click on one of the 

answer choices. Below are examples of drop-down menus. 
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Main Page Arrow Indicator 

▪ A red arrow  pointing to a page name indicates the page the user should be on to 

continue. The following example shows that in order to get to the Account Balance page, 

the user must first be on the Patient Menu page. 

 

Scroll Menus  
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▪ Another method of selecting information for a search is the scroll menu. Use the arrows on 

the side to scroll through the options, then click an answer choice and it will be highlighted. 

This is a multi-item select field. To select multiple items from the list, hold the “Ctrl” button 

on the keyboard and click multiple items.  

 

Example: 

 

 

Selecting Individuals 

▪ There are many instances in the CMS System in which a single household or patient should 

be selected from a list of households or patients, and then a button must be clicked to 

perform a function with that individual. In some cases, a radio button must be selected that 

corresponds with the desired information. After the radio button has been marked, click a 

button to perform the desired function.  

▪ A similar way of selecting an individual from a list may be check-marking a box 

corresponding with that individual.  

 

 



CMS User Guide  CDP, Inc. 

Getting Started 
22 

After an individual is selected, then any of the buttons above may be selected: Delete, Transfer, 

Registration, Patient Menu, etc. If a button is clicked before selecting an individual, the following 

message may appear:  

Initiating a Search  

▪ In the EBT System, the Search button is used to initiate a search. 

 

Entering a Location 

▪ The filter labeled “City/ State/ Zip” requires information entered in a very specific format. It 

is easier to avoid error messages by typing just the city, then waiting for the drop-down of 

cities to appear and selecting one. Do not type a space after entering the city. 

 

 
 

Links 

▪ In the EBT System, links underlined in blue are links to related information, such as a 

household number, patient or participant names, vendor names, email addresses, etc.  
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Examples:  

 

 

 

▪ In CMS, links underlined in black are links to related information, such as household 

numbers and patient numbers.  

 

 

CMS and EBT have separate browser windows 

▪ When navigating from the CMS System into the EBT System, there will always be a separate 

browser window that pops up for the EBT System. This means that clicking the “back” 

button at the top of the browser will not go back to a CMS page. To return to CMS, just close 

out of the EBT browser window.  
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 NOTE: There are multiple browser windows open. 

▪ To close out of the EBT browser window, click the  at the top right portion of the page. 
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Required Fields 

 

▪ Any field with a red asterisk* next to it is a required field. The page cannot be completed 

until the required information has been entered.  

 
 

Pages that extend past the width of a standard screen 
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▪ In the CMS System, there are some pages that require scrolling to the right to view all the 

fields. These fields extend beyond the width of the screen. The Household Member page is 

an example.  

 

 

▪ The screen must be scrolled so that the information to the right can be seen: Emergency 

Name, Medical Home, LEP (Limited English Proficiency), Primary Language, and Comments.  

  

 

Moving cursor over text to reveal an icon 

▪ In the EBT System, there are instances where icons will only be revealed after the cursor is 

moved over text.  In the example below, the EBT Vendors page, the cursor moved over “CDP 

Market”. Note the icons that appeared.  
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Another instance where this occurs is on the EBT Users page.  

 

Lists of pages of results 

▪ After performing a search, there may be several pages of results, but only the first page is 

visible. Use the arrow buttons to move to the next, last, previous, and first pages.  

▪ Notice that the example shown on the following page has 3 pages of results. The Page Size is 

10, therefore 10 results are shown. Use the arrows to navigate through the pages.  

 

▪ The page size can be changed to show more or less items per page. Change the number in 

the Page Size box and click Go.  
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Entering Measurements  

▪ When entering measurements in the Growth Chart application, it is important to pay 

attention to the filters. There are separate filters for feet and inches and pounds and 

ounces. It is not necessary to enter “ft.” or “in.”, just enter the numeric measurement.  

 

  

▪ The person’s measurements shown above would be 5 feet, 4 inches. They would weigh 139 

pounds, 2 ounces.  
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5 Patient Functions 

Patient functions are functions that can be performed for an individual, rather than a household. 

These functions include searching for a patient, editing patient information, and registering a 

patient.   

5.1 Household Search & Patient Search 

To access the Household Search page from the Portal page, click the Household or Household 

Search link in the list of applications. Once the application has been successfully accessed, the 

Household Search page will be displayed.  

 

From this page there are two options for searching within the system: 

▪ Searching for a household.  

▪ Searching for a patient.  

5.1.1 Patient Search 

To search for a patient, use the bottom portion of the Household Search Page, as displayed below. 
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 Click once inside the boxes and type the Patient #, Last Name, and First Name, or Cell 

Phone #, then click . The Patient # does not have to be used; however, it will 
often return a direct hit. 

 
Once information for the search filters has been entered, a list of records matching the search 

criteria will be displayed.  

 
If a last name has been entered in the search filter, there may be more than one page of results. Use 

the arrows to navigate to the previous page, next page, or last page.  

 NOTE: The number of records that appear on the page can be changed by entering the 

number of results per page in the Page Size box.  
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Patient Is Found 
 
Once the results are displayed, if the patient is listed, there are three options: Go to Registration 

page, Edit Household, and Go to Member page (if the patient is in a household).  

▪ To go to the Registration page for that patient, click the Registration icon . 
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▪ To go to the Household Edit page, click the Household Edit icon .  Refer to Editing a 

Household for more information.  

 

 

 
 
 

▪ To go to the Member page corresponding to the patient’s household, click the Go to 

Member icon .  If the patient is not in a household, the member icon is grayed out. 
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Patient Is Not Found 
 

If the results displayed do not show the desired patient, a new patient can be created in the system. 

▪ To add a New Patient, click  . The Registration page will be displayed. 

 
 

 

5.1.2 Adding a New Patient  

After searching for the patient from the Household Search page, if the patient is not found, click

.  

 

The Registration page will then be displayed.  
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5.1.3 Registering A New Patient  

Registration Page 

The Registration page is divided into nine sections: Add Patient, Visit Information, Patient 

Information, Immunization, Income, Third Party, Voter, Comments/ Notes, and Labels.  

General Information 

Information entered in the Add Patient section is general information about the patient: Clinic, 

Patient #, Name (First, Middle, Last), Birth Date, Gender, Primary Language, Chart #, and Privacy 

Policy Signed. 

The Clinic (set by access role), Gender, and Primary Language boxes are drop-down menus

. Left-click on the arrow and select one of the answer choices.  

 NOTE: Clinics which provide WIC services are flagged in the system. Only clinics providing 

WIC services will allow a WIC Reason for Visit.  

Example: 

 

 

 

 

 NOTE: Validation is in place so that duplicate patient numbers cannot exist within the same 

county. When a user attempts to add a new patient number that matches an existing 

patient number within the same county, an error message will return and a different patient 

number must be entered. 

 

Visit Information  

Information entered in the Visit Information section is: Visit Date, and Reason Codes. 

▪ The Visit Date will be auto-filled with today’s date. A different date can be typed into the 

field. Once the Visit Date is entered, click . 

▪ Use the drop-down menu to select a Reason Code(s).  

 

Patient Information  
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Information entered in the Patient Information section is: Mother’s name (First, Middle, Last), 

Maiden Name (for the Patient being registered, if applicable), Prim Care Physician name, Address, 

City/State/Zip, 4 digit sub zip, County Residence, Home Contact (The patient may not want to be 

contacted at the address given), If No, How to Contact?, Alert Preference (for services other than 

WIC, for the auto dialer), Home Phone, Cell Phone, Work Phone, Email, Homeless, Marital, Migrant 

(an auto risk will be calculated for patient when Migrant flag is set to Yes), Special Program, 

Hispanic/ Latino, Patient will not answer race (for family planning patients only), and Race Code(s). 

▪ The City/State/Zip and County Residence sections have drop-down menus.  

▪ The Home Contact, Alert 

Preference, Homeless, Marital, Migrant, Special Program, and Hispanic/Latino sections 

have drop-down menus. Left-click on the arrow, then left-click on an answer choice. 

 NOTE: The Alert Preference field is used for the Auto Dialer. The preference selected will be 

the method used to alert the patient of appointments.  

Race Codes 

▪ To select a race code left-click on a race, then click . This will add the race code to the 

Assigned Codes table.  

▪ To remove a race code left-click on the “assigned race code” to be removed, then click . 

 

 

 NOTE: Multiple race codes can be added.  
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Immunization 

 If the clinic has Immunization Registry flagged, the Immunization panel will show. Information in the 

Immunization section includes: Birth Order (select number with arrows or manually enter), Share 

Data, Contact, Contact Main, Contact Phone, Contact Email, and Contact Cell.  

Income  

Information in the Income section includes: Annual Amount, Number in Household, and Income 

Assessed Date.  

▪ Income will auto fill from the Member page and Income page if either page has been 

completed. 

▪ Use the calendar icon  to select an Income Assessed Date by left-clicking on the icon, 

then clicking on a day, or manually enter the date. ***Note: The income eligibility 

guidelines are compliant with HHS and USDA regulations.  

*Refer to WIC Procedures Section, WIC Registration. 

Third Party  

Information in the Third Party section is: Medicaid Eligible, Medicaid #, Presumptive Date, VFC, 

Medicaid MCO, MCO Member #, Kenpac Eligible, Kenpac Physician/ #, Medicare Eligible, Medicare #, 

Passport Advantage #, KTAP (Kentucky Transitional Assistance Program), Food Stamps, and Contracted 

Services.  Insurance fields are available for completion if the patient is not in a household; if the 

patient is in a household, these fields are transferred from the completed household pages. 

Many of the sections under Third Party have drop-down menus. Left-click on the arrow, and then click 

on an answer choice.  

*Refer to WIC Procedures Section, WIC Registration. 

 

Voter  

Information in the Voter section is: Apply to Vote and Print Form. 

▪ Use the drop-down menus to select “yes” or “no”.  
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Comments / Notes  

There is an option to left-click in the Comments/ Notes section and type a note about the patient.  

 

Labels  

Information in the Labels section is: PEF (Patient Encounter Form), Additional PEF, Registration, 

Mailing, Lab, Chart, Chart 2, and Alert.  

 

 

▪ After selecting the quantities of each type of label to be printed, click one of the save 

buttons at the bottom of the page. 

 

 

 

 

▪ To save data entered and return to the CDP Portal, click . 

▪ To save information and search for another patient, click . 
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▪ To save information and return to the Member page, click . 

 

 NOTE: Clicking Save & VOC is for out-of-state WIC VOCs only.  

 

▪ A separate browser window appears with the label.  Zoom in to enlarge the text, or print the 

label. Then close the window.  An example is shown below. 

 
Example: 

 

 NOTE: The PEF# will be used during outtake for PEF entry. 

 

5.1.4 PEF Entry 

After a patient has been registered, an encounter can be entered to document the services the 

patient received. PEF encounter entry can be performed by clicking PEF Number Search on the 

Portal.  

A pop-up window displays to enter the PEF#. 
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1. Enter the PEF number. 

2. Click View Encounter. 

 

The PEF Entry page displays. 
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3. Select Yes or No for the Fixed Full Charge (FFC) field. 

4. Complete any other known fields. 

5. In the Preventive Health Check E/M panel, click Add CPT. 

A pop-up displays allowing the user to document the services the patient received. 
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5.1.4.1 Adding CPT Codes 

 

1. Click the CPT Code drop-down. Enter at least three characters to narrow the drop-down 

results and select the desired CPT code. 
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2. Select a Provider from the drop-down. Typing the provider name or partial name will 

narrow the results in the drop-down list. 
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3. Leave the Charge field blank. 

4. Enter Units if units are required for the selected CPT code. 

5. Enter Vaccine Lot Number if applicable. 

6. Enter Referring Physician. 

7. Enter three digits to search for the ICD for the type of service performed. Select the 

appropriate ICD code(s) from the list. 
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 NOTE: All required information for the Add CTP page is contained on the PEF label. 

8. To override a value, click Add in the Overrides panel. 

9. Click the Override Type ID drop-down and select an Override Type ID, then enter the 

override Value. 
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10. To save the CPT and return to the PEF Entry page, click Add CPT. To save the current CPT 

and add another CPT code, click Add Next CPT. To clear the current CPT entry without 

saving, click Clear. To close the page without saving changes, click Close. 

 

The PEF Entry page displays with the added CPT code entry at the bottom of the page. 
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11. Click Save to save the PEF entry. 

The Receipt page displays. 

5.1.4.2 Receipt 

The Receipt page is used to determine any payment owed for the services rendered or previous 

balances. The application will check for any third-party payors, insurance, Medicare, Medicaid, etc. 

and apply the amount toward the balance. 
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In the example above, there are no charges for the service completed, however there is a co-pay 

and previous balance due. 



CMS User Guide  CDP, Inc. 

Patient Functions 
49 

 

1. If the patient makes a payment toward the balance, enter the payment amount collected in 

the appropriate payment field (cash, check, debit/credit). Additionally, donations to the 

health department can be made by entering an amount in the Donation field. 

 NOTE: For the example shown, if the patient makes a full payment, enter “87” in the 

appropriate payment field. Dollar signs and decimals do not need to be entered. 
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2. Clicking Save will save to the patient’s A/R. Clicking Save with Receipt will display the 

receipt. A receipt can be printed for the patient by clicking Print Receipt. 
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A sample receipt is shown below. 
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5.1.4.3 PEF Listing 

1. To view the PEF Listing page from the Receipt page, click the PEF Listing button. 

 

The PEF Listing page displays a list of the patient’s past visits. 
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The list of PEFs includes the PEF Number, Clinic, Date Entered, Last Update Date, and Visit Date. 

2. From the PEF Listing page, a user can edit past PEFs by clicking the Edit icon corresponding 

to the PEF #. 

5.1.4.4 Viewing A/R 

1. To view the A/R page from the Receipt page, click the View A/R button. 
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The A/R Listing page is displayed. 
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A/R Listing is used to view the patient’s account receivable history. For each record the Invoice 

Number, PEF Number, Site, PC, Visit Date, ARDate, Total Amount, Agency Assumed, Open Amount, 

Paid Amount, Adjust Amount, Last Payment Date, and Home Contact is displayed. Details on a 

specific A/R can be viewed by clicking the View (magnifying glass) icon corresponding to an Invoice 

Number. 

2. To edit an A/R, click the Edit icon. 

The A/R Payment page is displayed. 
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From the A/R Payment page comments can be added, Payment Amount and Adjusted Amount can 

be entered, Batch Number can be selected, and Return Check Fee can be entered. 

After making any changes, click Payment and PEF to return to the PEF Listing page. 

Click Payment to go to the AR Listing page. 

Click Back to cancel without saving changes and return to the AR Listing page. 

5.1.5 CMS 1500 

CMS 1500 is used to rebill a denied claim for a PEF using an electronic form of the CMS 1500 form. The 

CMS 1500 process can be performed by clicking CMS 1500 on the Portal. 

A pop-up window displays to enter the PEF# and Payor Code. 
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1. Enter the PEF#. 

2. Use the drop-down to select the Payor Code.  

 

 NOTE: The Payor Code must match the Payor on the PEF. In the example above, the Payor 

Code for the service to be rebilled is ‘9 – Insurance’, as seen on the PEF Entry. 

 
PEF Entry - Payor 

 

3. Click View CMS1500. 

 

The CMS1500 page displays. 
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Many of the fields on the CMS1500 page will automatically be filled in. 

 NOTE: Any of the fields on the CMS1500 page can be updated, however the changes will 

only be saved to the CMS1500 page and will not update any other records in the system for 

that patient including adding a new CPT. To make changes that will be reflected in the 

patient records, return to PEF Entry and make the changes, then return to CMS1500. 

The CPT Code Details show the charges, or the amount to be rebilled along with the date and place 

of service. 
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4. After reviewing the information on the page, enter 26. Patient’s Account Number. This is 

the A/R Invoice Number that the payment should be posted back to when the payor makes 

the payment. 

5. To print a paper copy of the form to mail to the payor, click Print. 

6. Click Done to save all information on the page, and the next time the billing cycle is run for 

the payor, the claim will be pulled and rebilled. 

 NOTE: If a claim has not been billed initially, when the user attempts to click Done, an error 

message will return informing the user that the claim cannot be rebilled if it has not been 

previously billed. 

5.1.5.1 Voiding or Canceling a Prior Claim 

If a claim was incorrectly entered or sent in error, it can be voided or canceled from the CMS1500 

page. 

1. To void or cancel a prior claim from the CMS 1500 page, use the drop-down for 22. 

Resubmission Code and select Void/Cancel of prior claim. 

 

2. In the Original Ref Number field, enter the ECN number. 

3. Click Done. 

5.1.5.2 Rebilling Steps for PEFs – Quick Reference 

Scenario Steps 
PEF billed to the wrong Medicaid MCO 1. On Patient Registration, change the MCO 

information to the correct MCO and save.  

Make sure the visit date is set to the date 

the patient was seen.  You should request 

to print the PEF label again (NOT a new 

one), and you don’t have to print it if you 

don’t need a new PEF label. 
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Scenario Steps 
2. On Portal, go to PEF Number Search and 

resave the PEF.  This should change the 

payor code from the old MCO to the new 

MCO. 

3. Go to AR invoice and transfer charges to 

new MCO Payor Code.  NOTE: When you 

transfer an AR invoice to a different payor 

code, the system WILL NOT automatically 

adjust off the AR invoice that was set up 

for the wrong MCO.  The AR invoice can be 

adjusted off when doing the transfer or 

after the transfer has been completed. 

4. Go to CMS1500 for the new MCO payor 

code, verify the information, update AR 

invoice number, and then Print for hard 

copy or click Done to send the claim 

electronically.   

5. The next time Medicaid billing runs if you 

selected Done, the claim will bill out 

electronically. To verify, review the rebill 

invoice register for the appropriate MCO. 

PEF billed to Medicaid/MCO but denied 1. On patient registration, verify all 

information entered is correct and save.  

Make sure that the visit date is set to the 

date the patient was seen.  You should 

request to print the PEF label again (NOT a 

new one), and you don’t have to print it if 

you don’t need a new one. 

2. On Portal, go to the PEF Entry page and 

make any needed corrections and save. 

3. Go to the CMS1500 page to rebill.  Select 

Print for a hard copy of the claim or Done 

and the claim will rebill electronically. 

4. The next time Medicaid billing runs if you 

selected Done, the claim will bill out 

electronically.  To verify, review the rebill 

invoice register for the appropriate MCO. 

PEF billed to Private Insurance but denied 1. On patient Registration, verify all 

information entered is correct and save.  

Make sure that the visit date is set to the 

date the patient was seen.  You should 

request to print the PEF label again (NOT a 

new one), and you don’t have to print it if 

you don’t need a new PEF label. 

2. On Portal, call up the PEF and make any 

needed corrections and save. 
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Scenario Steps 
3. Call up the CMS1500 screen to rebill.  Select 

Print for a hard copy of the claim or Done 

and the claim will rebill electronically. 

4. The next time Private Insurance billing runs 

if you selected Done, the claim will bill out 

electronically.  To verify, review the rebill 

invoice register for the Private Insurance. 
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6 Household Functions 

This section describes functions that can be performed at the household level. Patients may be 

grouped in a household to keep information in a common place for all patients in a household, as 

well as allow issuance to be divided among the household.  

▪ To access the Household Search page from the Portal, click  (refer to CDP Portal 

for more information).  

There are a number of search filters that can be used to search for a household from the Household 

Search page. 

The search filter for “County” is a drop-down menu that is used to select the county in which the 

household is located. Most counties will already have this auto-filled. If a user has access to multiple 

counties, they may select one from a drop-down list.  

▪ Select a county from the drop-down menu.  

 

Enter information before clicking any buttons on this page. Attempting to perform a search without 

entering information will result in an error message that reads “Must enter a search criterion to do a 

search”. 

From this page, enter the Household Number or eWIC Card Number, Name, Address, Phone 

Number, Patient Number, Last name, First Name, Cell Phone Number, or Visit Date. Information 

does not have to be entered for all fields to obtain results. 
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After filling in the boxes, click . A list of records will be displayed at the bottom of the 

page. If the household is in the system, typing a household number instead of a household name will 

return a direct hit. 
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If the household is not on file, or an incorrect household number has been entered, the following 

message will be displayed, “Household does not exist”. 

From the Household page, there are three options: 

▪ View members and information for an existing household. 

▪ Edit an existing household. 

▪ Create a new household. 

6.1 Member Page 

The Member page displays demographic information for all members, or patients, in a given 

household as well as a menu of options for each member. To access the Member page from the 

Household Search page in the previous section, click the Go to Member icon   next to the 

household number. 

 

The Member page will be displayed. 
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 Member Page 

The first section of the Member page, as shown below, has general household information: Status, 

County, Household #, Name, EBT Account #, Address, City/State/Zip, and Phone #. 

 

▪ To update any of the general household information, click  (Refer to Editing a 

Household) 

 NOTE: Some changes made while editing an existing household only apply to the household 

as a whole. Changing the household Name does not change the individual member’s name.  

▪ To return to the Household Search page, click  (Refer to Household Search & 

Patient Search) 
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▪ To view the Household’s EBT Account, click  which is linked to the Household’s 

Account Details page in the EBT System. 

▪ To view the Household’s WIC Inquiry Report, click . A separate window will 

pop up and display the household’s WIC information divided into sections for each 

household member. An example is shown on the following page.  

▪ To view the household online education courses, click . 

 NOTE: If any courses have been completed in the Online Education program, the records 

will appear on the Household Online Education page. Additionally, if any records exist for 

the household, the Label button will be enabled so that label containing the courses 

associated with the household can be printed for a patient’s chart. 

 

 

Responsible Party  

The next section of the Member page, as shown below, has Responsible Party Information: The 

Responsible Party’s Name, Address, and City/State/Zip. The Responsible Party is the contact who 

will be responsible for members in the household. There may be more than one Responsible Party 

per household. 

 

Emergency Names 

The next section of the Member page, as shown below, has Emergency Names and Phone 

Numbers. An Emergency Name is the contact who should be notified in the event of an emergency, 

such as a doctor. There may be more than one Emergency Name per household.  
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Medical Home 

The next section displays Medical Home (Primary Care Physician) information. 

 

Household Income  

 Members page 

The next section displays Household Income information: annual Income (total for the household), 

Number in Household, and Visit Date.  

 

Household Members Section 

The last section displays the Household Members and a menu of options: Save & Third Party 

Information, Save & Income/Proofs Information, Save & WIC Issuance, Save & Reinstate/Terminate, 

Save & Appointment, Add members, Save, Delete members, Transfer members, Registration page, 

print Labels, go to Patient Menu, and RTC (Return to Clinic).  

 

6.1.1 Add Member 

To add a member from the Member page, click .   

 

A new row will appear in the grid below the menu of buttons, with blank fields for entering data for 

the patient.  
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▪ Use the drop-down menu to select a Member status for the patient (ex: Primary Member, 

Child, Cardholder Member, etc.). Enter the Patient #, Last Name, First Name, Middle Initial, 

and Birth Date in the appropriate fields. Use the drop-down menus to select the Gender, 

Responsible Party, Emergency Name, Medical Home (Primary Care Physician), and Primary 

Language.  

▪ To save any changes made, click . 

6.1.2 Delete Member  

▪ To delete a member, select the  next to the Member’s name, and then click . An 

example is shown below.   

 
Example:  

 
 

6.1.3 Third Party Information  

From the Household Members page, to save and view third party information, click

. The Third Party Liabilities page will be displayed.  
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This page contains information on: General Household Information, Primary Insurance Company, 

Supplemental Insurance Company, Member Reason for Visit, and Household Members information. 

▪ To edit any of the Third Party information for a member, select the  next to a members 

name and fields for eligibility will become editable.  

Example: 

 

*Refer to WIC Procedures Section, WIC Registration 

6.1.4 Income/Proofs  

To save information entered and view income/proofs information from the Member page, click

 .  
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The Income/Proofs page includes General Household Information, Visit Date, Member Reason for 

Visit, Income Assessment, Salaried Income/Wages, and Other Income. There are drop-down menus 

corresponding to each household member.  

▪ Checking the box next to a member’s Patient # will open up the fields to enter or edit the 

member’s Adjunct Eligibility and proofs.  

 

 NOTE: The page extends beyond the width of a single page on a screen. To see the rest of 

the page, use the scroll bar at the bottom of the page.  

▪ Each member can be selected to edit information individually or select  to edit all 

members of the households’ information at once.  
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▪ Under the Income Assessment panel, use the calendar icon or manually enter the Current 

Assessment Date (Today’s date will automatically be filled in). If the income is being 

assessed, check the box next to Assessing Income. Once the box has been checked, the 

Salaried Income/Wages panel will no longer be grayed out and the income information can 

be entered. 

▪ To save information entered and go to the WIC Issuance page, click . 

(Refer to section 6.1.5 for more information).  

*Refer to WIC Procedures Section, WIC Registration 

6.1.5 WIC Issuance  

To save information and view WIC Issuance from the Household Member page, click

. The WIC Benefits Issuance page will be displayed.  
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▪ Use the drop-down menu to select the Clinic. Enter the Issue Date and Issue Day. Use the 

Identification drop-down menu to select the method of Identification. 

 

▪ To issue benefits to an eligible member, check the box next to the Patient # benefits are 

being issued to. Use the drop-down menu to select the number of Months to Issue.  

 NOTE: If a member is ineligible the checkbox next to their Patient # will be grayed out. 
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▪ After selecting the number of Months to Issue, the benefits can be previewed by clicking

. If the information is correct, click . 

*Refer to WIC Procedures Section, WIC Benefits and WIC Labels. 

After issuing benefits from the WIC Benefits Issuance page, if the household has not yet been 

assigned an eWIC card, a message will be displayed at the bottom of the page. 

 

 
 

An EBT Card button is displayed at the top of the page for households that do not have an eWIC 

card. To issue an eWIC card, click . 

6.1.5.1 eWIC Card Issuance  

eWIC cards are issued to patients, or households, and contain benefits available to purchase WIC 

food items at participating stores. Items may be purchased as needed, and the balance will remain 

on the card until the issuance period ends. 

6.1.5.1.1 Adding an EBT Cardholder 

Adding a Cardholder to a Household (where cardholder is a household member) 

▪ From the Member page, select the Cardholder Member for the Household using the drop-

down menu item beside the Patient name, then click the Save & Issuance button.  
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▪ From the WIC Benefits Issuance page, click the EBT Card button at the top right corner of 

the page.  The Add Card/Cardholder page will be displayed. 

 

▪ Click in the Card Number field. The six-digit BIN number will appear. 

▪ Select the next eWIC card from the clinic card inventory. Swipe the card through the PIN 

pad/card reader.  The card number will automatically appear in the Card Number field. 

 

 

 

 

 

 

 

▪ Click in the PIN entry field.  Ask the participant to enter a 4-digit PIN number.  Have them 

confirm/re-enter that number.  Note that when the link is clicked, it changes 

to waiting and a 30-second timeout period is allowed to enter and re-enter a PIN. 

▪ The message will be displayed in the PIN field. 
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▪ The cardholder name and birth date is auto-filled when the cardholder is designated on the 

Member page. Click the button to save the information and view the 

Account Details page (Household #50018 is shown below).  To return to the CMS Household 

page, close the Account Details page.  

 

 

Adding a Cardholder to an Account (when cardholder is not a household member) 

▪ The same process as explained where a cardholder is a household member can be done, but 

the Name and Birth Date must be entered on the Add Card/Cardholder page.  

 

▪ There is another method for adding a cardholder who is not a household member. From the 

Household Member page, click the button in the top right portion of the page. 

 

***Entire page not displayed. 
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▪ The Account Details page for the household is shown below (Household #56 is displayed).  

The benefits for the household are displayed in the three panels at the bottom of the page. 

Note the “No cardholders found for the account” message.  Click the  button. 

 

▪ The Add Card/Cardholder page will be displayed as shown below.  Add the required 

information for the cardholder and click the Save and Back button to return to the Account 

Details page. The cardholder name will now be displayed.  Close the Account Details page to 

return to the WIC Benefits Issuance page. 

 

6.1.5.1.2 Changing Cardholders 

 

Member page 

▪ To change a cardholder from the Member page, use the drop-down menu to designate a 

member as a Cardholder Member. Note that the Name and Birth Date must also be changed 

on EBT from the Add Card/Cardholder page.  
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▪ There can only be one Cardholder Member per household. If a previous cardholder member 

was selected, use the drop-down menu to change their member status (Primary Member, 

Foster Parent, Other, etc.). 

 

After an eWIC card has been assigned to the household, close out of the EBT browser window. The 

Issuance page will still be displayed.  
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▪ Use the drop-down menus to select the Clinic and Identification type. 

Enter the issue date.  

▪ Select a single patient, multiple patients, or all . Once a patient is selected, a field for 

Months to Print will appear. Use the drop-down menu to select a number 

of months, and then click . 

 
 

After benefits have been successfully issued, the following message displayed at the bottom of the 

page: 
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▪ To return to the Member page, click . 

6.1.6 Transferring Members 

Household members can be transferred to another household in the same county, or to a household 

in another county. Whole households can be transferred to other counties, and members can be 

transferred to a new household. 

6.1.6.1 Transferring a Member to a Different Household within the Same County 

To transfer a member to another household in the same county, select the  next to the Member’s 

name, and then click   at the bottom of the Member page. 

 

Household Transfer page  

 

Transferring a Member to a Different Household  
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The Household Transfer page will display the patient’s current county and personal information 

(Patient #, Name, Birth Date, and Gender) at the top of the page.  

▪ A household can be found by searching by Household #, eWIC card #, Name, Address, Phone 

#, Patient #, or name and clicking .  

A list of households will be displayed. To select a household for the member to be transferred to, 

left-click on the next to the desired household number, or click . 

The patient’s new household Member page will be displayed. Check the Member section at the 

bottom of the page to see that the patient was successfully transferred. 

6.1.7 Labels 

To create labels for a patient in the household, check the box corresponding to the household 

member, then click . 

 

A pop-up window will appear with the various labels that can be created: PEF (Patient Encounter 

Form), Additional PEF, Registration, Mailing, Lab, Chart, Chart 2, and ACH-58. Manually enter the 

number of each label to be printed in the field corresponding to the label, then click . 

 

A PDF of the labels created will pop up in a new window. The labels can be printed from this page.  
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After the labels have been created, close out of the window and click  in the “Create 

Labels” window to return to the Members page. 

6.1.8 Editing a Household 

Household Search page 
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From the Household Search page, enter the Household Number, Name, Address, Phone Number, 

or eWIC Card Number. Entering as many of these fields as possible will narrow the results, but only 

one field is needed to perform a search.  

After filling in the boxes with the corresponding answers, click . A list of records will be 

displayed at the bottom of the page. Typing a household number instead of a household name will 

return a direct hit if the household is in the system. 

▪ To edit an existing household, click the Edit icon next to the household number. 

 

 

The Edit Household page, shown on the following page, will be displayed. 

Edit Household Page 

Household Search page 
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General Household Information  

The first section of the Edit Household, as shown below, is general household information: County, 

Household #, Name, Address, City/State/Zip, Phone #, EBT Card #, and Record Status. 

 

***Note: Any search filter with an asterisk ( ) is required.  

▪ To change information in any of the entries, highlight the current entry, and delete it.  Enter 

new information. 

▪ To save information entered and return to the Member page, click . 

▪ To return to the Household Member page without saving changes, click .  

 

Responsible Party 

The next section, as shown below, is the Responsible Party section. The Responsible Party is the 

person(s) who will be held responsible for the household member(s). There may be multiple 

Responsible Parties per household, but only one per member.  

 

▪ To edit a previous entry, highlight the information with the cursor, delete the entry, and 

type new information.  

▪ To add a Responsible Party, click . Type the Responsible Party’s First Name, MI 

(Middle Initial), Last Name, Address, and City/ State/ Zip. 



CMS User Guide  CDP, Inc. 

Household Functions 
85 

Emergency Name 

The next section, as shown below, is the Emergency Name section. This is the name of the person 

who should be contacted in the event of an emergency.  

 

▪ To edit a previous entry, highlight the information with the cursor, delete the entry, and 

type new information.  

▪ To add an Emergency Name, click . Type the contact’s Name and Phone Number.  

Primary Insurance Company 

The next section, as shown below, is the Primary Insurance Company section.  

 

▪ To edit a previous entry, highlight the information with the cursor, delete the entry, and 

type new information.  

▪ To add a Primary Insurance Company, click . Type the Insurance Company’s Name, 

Subscriber Name, Group Number, and Policy number.  

Supplemental Insurance Company 

The next section, as shown below, is the Supplemental Insurance Company section.  
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▪ To edit a previous entry, highlight the information with the cursor, delete the entry, and 

type new information.  

▪ To add a Supplemental Insurance Company, click . Type the Insurance Company’s 

Name, Subscriber Name, Group Number, and Policy Number. 

Medical Home 

The next section, as shown below, is the Medical Home (Primary Care Physician) section.  

 

▪ To edit a previous entry, highlight the information with the cursor, delete the entry, and 

type new information.  

▪ To add a Medical Home, click . Type the Physician/ Clinic Name, Address, City/ 

State/ Zip, Telephone Number, and Fax Number.  

After edits are made, there are three options: 

▪ To save changes and go to the Member page, click . 

▪ To return to the Household Search page without saving changes, click . 

▪ To save changes and issue an eWIC card, click  (Refer to eWIC 

Card Issuance for more information). 

 NOTE: The EBT Card Issuance button is only displayed if the household has not been 

assigned an eWIC card.  

6.1.9 Creating a New Household 

Household Search page 

▪ To create a new household from the Household Lookup page, type the household 

member’s name and click   

▪  If the household name is not shown on the list, click .  

The Add Household page will be displayed.  
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General Household Information  

The first section of the Add Household page, as shown below, is general household information: 

County, Household #, Name, Address, City/State/Zip, and Phone #. 

Example:  
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Adding a Responsible Party 

The next section, as shown below, is the Responsible Party section. The Responsible Party is the 

person who will be held responsible for the member(s). There may be multiple Responsible Parties 

per household, but only one per member. To add a Responsible Party, click . Enter the 

Responsible Party’s First Name, MI (Middle Initial), Last Name, Address, and City/ State/ Zip.  

 

Adding an Emergency Name 

The next section, as shown below, is the Emergency Name section. This is the name of the person 

who should be contacted in the event of an emergency. To add an Emergency Name, click

. Enter the contact’s Name and Phone Number.  

 

Adding a Primary Insurance Company 

The next section, as shown below, is the Primary Insurance Company section. To add a Primary 

Insurance Company, click . Enter the Insurance Company’s Name, Subscriber Name, Group 

Number, and Policy number.  
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Adding a Supplemental Insurance Company 

The next section, as shown below, is the Supplemental Insurance Company section. To add a 

Supplemental Insurance Company, click . Enter the Company’s Name, Subscriber Name, 

Group Number, and Policy Number.  

 

Adding a Medical Home 

The next section, as shown below, is the Medical Home (Primary Care Physician) section. To add a 

Medical Home, click . Enter the Physician/ Clinic Name, Address, City/ State/ Zip, 

Telephone Number, and Fax Number.  

 

▪ To delete any entries on the Household Page, check the  corresponding with the entry. 

Example: 
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7 Patient Menu Functions 

7.1 Patient Menu 

Household Member page 

To access the Patient Menu page from the Household Member page, check the next to a 

member’s name, and click .  

 

The Patient Menu page will be displayed.  
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The Patient Menu page offers access to patient information in three main areas: Growth Charts, 

Registration, and WIC. The links below these main sections will take the user to a specific page 

within that area.  
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7.2 Accounts Receivable Listing 

The Accounts Receivable (AR) Listing page allows staff to review AR invoices that have been set up.  

Adjustments can be made and/or payments to the invoices. The AR Listing page shows all open AR 

and those that have recently been cleared. 

To access the AR Listing page, click  on the Patient Menu. 

 

The A/R Listing page displays all open invoices for a patient. An invoice is created for each visit for 

each payor that it is billed to. It is possible to have multiple invoices for a single PEF for a visit. 
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The AR Listing page displays the general patient information at the top of the page and a list of the 

open accounts receivables at the bottom.  

Invoice Number is the PEF Number and the Payor Code combined. 

PC is the payor code. 

Visit Date is the date the patient was in the clinic. 

AR Date is the date the invoice was set up. 

Total Amount is the original amount owed. 

Agency Assumed only applies to services where the agency assumes the charge based on the 

patient income. 

Open Amount is the amount that is still open and needs to be paid. 

Paid Amount is the amount that has been paid. 

Adjust Amount is the amount adjusted based on insurance or other adjustments. 

1. To adjust or post to an AR invoice, click the edit icon next to an invoice number. 
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The AR Payment page displays. 
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The top panel of the AR Payment page contains the patient information. The middle panel contains 

the invoice details 

Any information on the invoice can be captured and saved for future referencing using the 

Comments field. 

If Pay Individual CPT is set to YES, payments/adjustments are posted to the individual CPT codes in 

the Payment Amount and Adjusted Amount fields shown below. 
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Payment Amount – A positive payment amount will add the amount to the Paid YTD amount for 

that CPT code. This will reduce the Open Amount. A negative payment amount will subtract the 

amount from the Paid YTD amount for the CPT code. This will increase the Open Amount. 

Adjusted Amount – A positive adjusted amount will add the amount to the Adjusted YTD amount 

for the CPT code. This will reduce the Open Amount. A negative adjusted amount will subtract the 

amount from the Adjusted YTD amount for the CPT code. If Adjusted YTD is zero, this will increase 

the Open Amount. 

Open Amount – Open Amount for an invoice is calculated using the following formula: 

Total Amount - Agency Amount - Adjusted YTD - Paid YTD = Open Amount 

Batch Number – If posting using batch numbers, select the appropriate batch number from the 

drop-down. Batch numbers are not required to post or adjust open amounts. More information on 

batches can be found in section Accounts Receivable (AR Batch). 
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If charges need to be transferred to another payor, the Transfer field can be used to select the payor 

and the Transfer Amount. A new invoice will be created for the payor and amount entered. 

 NOTE: The current invoice balance will NOT be adjusted unless the adjusted amount is 

entered. 

In the example below, a $5.00 payment is applied to CPT code 80000. 

 

After clicking payment, a success message displays at the bottom of the page and in a pop-up 

window at the top of the screen. The amount of the payment is applied to the Open Amount and 

YTD. Clicking OK returns to the AR Listing page. 
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If Pay Individual CPT is set to NO, payments/adjustments are posted at the invoice level. Payments 

and adjustments will be spread across all CPT codes with a non-zero balance. The individual CPT 

code amounts are greyed out. 
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Pay All – If set to Yes, payment posted will pay off the balance and clear the open amount for the 

invoice. If set to No, the payment posted will not clear the open amount for the invoice. 

Adjust Remaining – If set to Yes, any remaining balance will be adjusted to zero. If set to NO, any 

remaining balance will not be adjusted to zero. 

Transfer – A drop-down list of other payor sources. The amount adjusted will be used to set up a 

new AR invoice to the selected payor source and for the amount entered to be transferred. The 

option to transfer is only enabled for invoice line items with an open amount above zero. 

Batch Number – If posting using batch numbers, select the appropriate batch number from the 

drop-down. Batch numbers are not required to post or adjust open amounts. More information on 

batches can be found in section Accounts Receivable (AR Batch). 

Payment Amount – The amount being paid to the invoice. If Pay All = YES, the payment amount 

must be equal to the total open amount. 

Return Check Fee – If a check is returned for insufficient funds, this field allows the user to add the 

Return Check Fee the clinic charges to the invoice. 
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The Payment and PEF button posts the payment or adjustment as selected, then returns to the PEF 

Listing page. 

The Payment button posts the payment or adjustment as selected, then returns to the AR Listing 

page. 

The Back button returns to the AR Listing page WITHOUT saving or posting any payment. 

7.2.1 AR Payment 

The Patient Payment button at the bottom of the AR Listing page allows the user to capture patient 

payment starting with the oldest open invoice first. 

 

The Patient Payment page displays. 
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1. Enter the payment amount in the payment type field (cash, check, debit/credit, or 

donation). If payment is check, enter the check number. If debit/credit, enter the 

confirmation number. 

2. Click Post Pymt to post the payment. 

The payment will post to the oldest open invoice and a mailing label will be created. The mailing 

label is created in case the receipt needs to be mailed to the patient. 
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7.3 Growth Charts 

The Growth Charts application is used to capture birth information for infants, height and weight, 

pre-pregnancy weights, hemoglobin/hematocrit, lead, and print charts. 

 To access the Measures & Blood Work History page in the Growth Chart Application, click 

on the patient menu. 

 

The Measures and Blood Work History Page will be displayed. 

7.3.1 Measures and Blood Work History 

The Measures & Blood Work History page consists of a patient panel with general patient 

information, the patient’s birth record, and a grid containing the patient’s history of measures and 

blood work records.  
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To edit a record, click the Edit icon corresponding to a record. The Edit Measures and Blood Work 

page will be displayed. 

 



CMS User Guide  CDP, Inc. 

Patient Menu Functions 
104 

7.3.2 Edit Measures and Blood Work 

 

To edit any of the measures or blood work fields, click in the text box fields and change the 

measures/blood work numbers. To save information and return to the Measures and Blood Work 

History page, click Save. To return to Measures & Blood Work History without saving changes, click 

Cancel. 
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7.3.3 New Measures/Blood Work 

The New Measures and Blood Work page can be accessed from the Measures and Blood Work 

History page. Click  at the top portion of the page. 
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The Patient Details panel displays: Clinic, Household Number, ID Number, Name, Birth Date, Current 

Patient Age, Gender, Chart Number, Certification Date, Status, Priority, Risk, Food Package, Next 

Issuance, and Next Action Due. 

The Patient’s Birth Record panel displays: Length, Weight, Gestational Age, and Mother and Father’s 

Height, Weight, and BMI.  

▪ If a new Patient Birth Record is being entered, click . 

▪ Date of Service is a required field. Use the calendar icon to select a date.  

▪ The Measures panel displays: Date of Measures, Recumbent Measure, Height (ft.), Height 

(in.), Weight (lb.), Weight (oz.), Head Circumference (cm), BMI, Comments, and, if 

applicable, Pre-Pregnancy Weight. Complete fields.  

 NOTE: The patient’s BMI will be auto-calculated after measures have been entered. 

 

▪ The Blood Work panel displays: Hgb (Hemoglobin)/HCT (Hematocrit) Measures Date, 

Hemoglobin- Non-invasive (grams/deciliters), Hemoglobin – Invasive (grams/deciliters), 

Hematocrit (%), Lead Measures Date, and Lead Count (micrograms/deciliters).  If blood work 

measures are unknown, check the appropriate unknown boxes.  

 

 NOTE: Only a Hemoglobin or Hematocrit measure can be entered. An error message will be 

displayed if both measures are entered. 

After all information has been entered, click Save to save information, or Save & WIC Cert/Recert. 

*Refer to WIC Procedures Section, WIC Certification 

7.3.3.1 Body Mass Index Calculator 

The BMI Calculator page can be accessed by clicking  at the top of any page in the 

Growth Charts application.  
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Calculating Body Mass Index  

▪ To calculate a patient’s Body Mass Index (BMI), type the patient’s Height (number of feet), 

Height (number of inches), and Weight (in pounds) in the corresponding boxes, then click

. The BMI will be calculated and appear in the bottom portion of the BMI 

Calculator box. 
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▪ Use the BMI number calculated and the Status charts to determine Weight Status category 

for the patient. There is a chart for adults and a separate chart for pregnant women.  

▪ To reset the calculator, click . 

7.3.4 Viewing and Printing Growth Charts 

After entering new measures and bloodwork, to view the growth charts for a patient, click the 

Growth Chart button. The Height chart will be displayed automatically as shown below.  
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Depending on the age of the patient, the charts may be displayed in WHO or CDC mode.  
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▪ To select a different chart (Weight, Head Circumfrence, or Weight for Length, click one of 

the charts in the “View or Print Charts” panel.  

OR 

▪ Use the arrow buttons to change charts.  
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Below is an example of a Weight (0-24 months) chart. 
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Below is an example of a Head Circumference chart. 
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Below is an example of a Weight for Length (0-24 months) chart 

 

 

 

 

 

 

 



CMS User Guide  CDP, Inc. 

Patient Menu Functions 
115 

Below is an example of a chart showing Stature-for-age percentiles, 2 to 20 years old 
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Below is an example of a chart showing Weight-for-age percentiles, 2 to 20 years 
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Below is an example of a chart showing Body Mass Index-for-age percentiles, 2 to 20 years  

 

 

7.3.5 Certification 

To access the Cert/Recert (Certification and Recertification) Status Selection page in the Growth 

Chart application, click the New Cert/Recert button at the top of any page in Growth Charts. 



CMS User Guide  CDP, Inc. 

Patient Menu Functions 
118 

7.3.5.1 Cert/Recert Status Selection 

 

▪ Use the drop-down menu to select the Status. Once status has been entered, dates 

appropriate for the status must be entered. Use the calendar icon to select the date or 

manually enter the date. 

After required information has been entered, click . The New Cert/Recert page 

will be displayed.  

7.3.5.2 New Cert/Recert 

The Cert/Recert page displays risks automatically assigned based on the patient’s measures and 

blood work.  
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 NOTE: Page continues on next page.  
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The New Cert/Recert page is divided into sections: Patient, Select Status, Percentiles, Risk, Breast-

feeding Questions (if appropriate for status), Comments, TV viewing (if appropriate for age) and 

Plan.   

The Percentiles panel contains all of the percentages from the measurements entered for the 

patient. This includes Dates of Measures, Height, Weight, Head Circumference, Weight for Length, 

BMI (Body Mass Index), Date of Measures, Hemoglobin, Hematocrit, Lead Measures Date, and Lead. 

▪ The Risk panel shows the risks that were calculated for the patient based on the measures 

and blood work entered. The No Risks Assigned checkbox is used to flag ineligible patients 

due to no risk being able to be assigned. If risks are selected and the checkbox is checked, 

the error “No Risks Assigned cannot be checked if Risks are assigned” will be returned. 
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▪ To remove a Risk that has been assigned, click on a Risk to highlight it, and then click

.  

 NOTE: If a Risk Code has been marked with an asterisk (*), it was calculated automatically 

and cannot be removed. To remove an automatically assigned risk, measures resulting in 

the risk assignment must be changed.   

▪ To add a Risk, select the  next to the method by which the Risk will be found: Search by 

Risk or Description, Launch Risk Wizard, or Show List of Risks. If using Search by Risk or 

Description, once desired Risk is found, click on the Risk to highlight it, and then click. The 

Risk will be added to the Risk table.  

 

▪ To Launch the Risk Wizard, select the  corresponding with Launch Risk Wizard. The 

Wizard is used to help make determinations about which risks to apply to a WIC Patient. If 

any of the criteria apply to the patient, select the corresponding with it, and then click

. If the criteria do not apply to the patient, just click . 

After the process has been completed, click .   

▪ To Show a List of Risk Codes from which to choose, select the corresponding with Show 

List of Risk Codes. Use the arrows to navigate through the list of Valid Risks, and click on a 

risk to highlight it, and then click   
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7.3.5.3 MCHA 

The following steps serve as a quick reference guide for the Mid-Certification Health Assessment 

(MCHA) process: 

Registration  

1. Begin the MCHA process by registering the participant.  

a. Verify address & identity  

b. Select a reason for visit “WIC-MCHA” 

c. Select “Save and Patient Menu” 

 

Steps for Certifying Health Professional 

1. Go to “Household Search” 

2. Type in “Household #” 

3.  Go to “Patient Menu” for selected patient 

4.  Select “Measures/Bloodwork History” 

5. Select “New Measures/Bloodwork”  

6. Enter new measures and the date the measures were obtained 

7. Click “Save” 

8. Print growth charts 

9. Click “Patient Menu”  

10. Click “History” button  

11. Select the “edit” button next to the most recent Cert/Recert 

12. Scroll down to “WIC Certification-Risk” and verify risks still apply 

13. Select “Edit Record” to update Nutrition Risk Code Assignment 

14. Delete previous comments and plan information (this information will be saved on the previous 

WIC 75) 
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15. Begin “Comments” section with “MCHA visit” and summarize counseling 

 

16. Begin “Plan” section with “MC-NEPP” 

17. Click “Save and Food Package” 

18.    Click “Save and WIC 75” 

The WIC-75 will display. 

 

19. Print and sign document for medical record. 

20. Proceed with Food Package issuance and return to clinic appointment. 

 NOTE:  The Household Member and Edit Registration pages will display a warning panel at 

the bottom of the page as shown below, to alert users when a household has a member 

with an MCHA visit due. 

 

7.4 PEF Listing 

Patient Menu page 

To access the PEF Listing page from the Patient Menu page, click PEF Listing. 
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The PEF Listing page displays.  

 

 NOTE: The PEF Listing page can also be accessed via the PEF Number Search link on Portal. 

Click PEF Listing for more details. 

7.5 Registration 

Patient Menu page 

To access the Registration page from the Patient Menu page, click .  
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The Edit Patient page will be displayed for an established patient. For a new patient, the Add Patient 

page will be displayed. Refer to Adding a New Patient in section 5.1.  

7.6 Account Balance 

Patient Menu page 

To access the Account Balance page from the Patient Menu page, click . 
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The Account Details page is part of the WIC Direct Stand-Beside Interface and will be shown in a 

separate window.  
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The Account Details page shows the benefits remaining for the household. The benefits can be 

modified or exported, depending on the user security. This page also allows the user to add a 

Cardholder. Refer to WIC Issuance for more details on this page.  

To return to the Patient Menu page, close out of the Account Details page. 

7.7 Food Package Assignment 

Patient Menu page 

To access the Food Package Assignment page from the Patient Menu, click .  

Food Package assignment is used by a Health Professional to assign an appropriate food package to 

a patient.  
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The Food Package Assignment page will be displayed. 
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Patient Details  

The first section of the page is the Patient Section. This has specific patient information including: 

Clinic, Household #, ID #, Name, Birth Date, Current Patient Age, Gender, Chart #, Certification Date, 

Status, Priority, Risk, Food Package, Next Issuance, and Next Action Due. 

Selecting a Food Package 

▪ The Food Packages populated will be based on the status and age of the patient. 

▪ Use the Keyword/code search filter to narrow results. Click . 

 

▪ Use the Food Package drop-down menu  to select a Food Package. 

 
Example:  

 

▪ If the Food Package selected requires a prescription, the Rx Date and Rx Expiration Date 

must be completed. 

▪ If approval for the Food Package is required, the Person Contacted must be completed. 

Example: 

 
 

A list of the contents of the food package will be displayed. This includes the Subcategories and the 

quantities of each. The fields for Eliminate/Reduce, New Quantity, Reason, and Comment will be 

available to edit individual food items when elimination or reduction is allowed in the food package.   
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7.7.1 Eliminate/Reduce from Food Package 

If a food package has been set to allow eliminates or reductions, the Eliminate/Reduce drop-down 

menu will not be grayed out for those subcategories. An example of this type of food package is 

shown below.  

 

The Subcategories also include the measurements for the specific food item. For example, cheese is 

in pounds and eggs are in dozens.  

Example: 
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The bottom portion of the page has the option to enter comments about the patient’s food 

package. 

 

▪ Click  to save data entered and return to the Patient Menu page. 

▪ To cancel without saving data entered, click . 

7.7.2 Replace Benefits 

Patient Menu page 

To access the Replace Benefits page from the Patient Menu page, click the Replace Benefits link. 

Replace Benefits is used to replace a patient’s existing food package. 

 

 

7.7.2.1 Replacing a Food Package with the Same Food Package 

The Issuance Replacement page shows Patient Details, the remaining Benefits, Void Reason, Food 

Package, Comments, and Issuance Information.  
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 NOTE: The Food Package panel may only show the Food Package, depending on user 

security access. 

 

 

***Screen continues on the next page.  
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Patient Details  

The first section is the Patient Section. This has specific patient information including: HLS, 

Household #, Name, Birth Date, Patient Age, PEF (Patient Encounter Form) #, Status, Priority, Action 

Date, Action, and Recertification/ Termination Due. 

▪ Select the next to the month for which benefits are being voided.  
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▪ Use the drop-down menu to select a Void Reason: Lost or Stolen, 

Damaged or Destroyed, Other, or Food Pkg Change.  

 

▪ Select “Use the Existing Food Package” to replace with the same food package.  Note that 

access to this function depends on user security.  

 

▪ Use the drop-down menu to select a Clinic, and an Identification type under the Issuance 

Information section.  

 

▪ Click.  
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7.7.2.2 Replacing a Food Package with a Different Food Package 

To replace an existing food package with a different food package, use the Food Package drop-down 

menu to select a new food package. To narrow results, type a description in the search filter and 

click . Note that access to this function depends on user security. 

 
 

A chart displaying all of the contents of the new food package will be displayed. This includes the 

Subcategories with the measures for the food items, and Quantities of each. For example, Cheese is 

measured in pounds, and the food package below contains 3 pounds of cheese.   

 

 

 

 After completing all steps, click . 
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7.8 WIC History 

Patient Menu page 

To access the WIC History page from the Patient Menu page, click . 

 

The WIC History page will be displayed.  

 

WIC History lists all WIC actions, including certifications, MCHA, and changes. WIC History also 

provides for viewing and editing information for the most current action.  
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 NOTE: If an ICT has occurred, the action will be displayed on the WIC History page as an “ICT 

Change” in the Action field. An example is shown below.  

 
 

▪ To view or edit patient details, click the icon.  

 

The Patient Detail page will be displayed.  

7.8.1 Patient Detail Page 

When the Edit icon is clicked on WIC History, a new Patient Detail/Edit page is displayed that shows 

the most recent WIC information for that patient.  
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 NOTE: Screen continues onto next page.  
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The Patient Detail/Edit page contains panels of information including: Patient, Status, Income and 

Proofs, Birth Record, Measures and Blood Work, WIC Certification (Risk, Breastfeeding Questions (if 

age appropriate), Comments and Plan, TV Viewing question (if age appropriate)), Food Package, and 

Benefits Issued. 

If information can be changed, the panel contains an Edit Record button. 

▪ To make changes from the Patient Detail/Edit page, click the Edit Record button in the panel 

of the information to be changed.  

7.9 WIC Inquiry 

Patient Menu page 

To access the WIC Inquiry page from the Patient Menu page, click . 
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A separate window will appear with the household’s WIC Inquiry report. This report breaks down 

the WIC information for each member of the household.  
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7.10 Return Purchased Formula 

Patient Menu page 

To access the Return Formula page from the Patient Menu page, click Return Purchased Formula. 
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The Return Formula page shows the existing formula purchased.  

▪ To return or replace the formula, enter the Quantity returned.  

▪ Complete the Issuance Info at the bottom of the page. Use the drop-down menus to select 

the Clinic, Bank Account, and Identification type. Enter the FI Number, and then click

.   

 

*Refer to WIC Procedures section WIC Benefits. 

7.11 Print VOC 

Patient Menu page 
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To view and print the Verification of Certification (VOC) for the patient from the Patient Menu page, 

click . 

 

The Verification of Certification will be displayed if the person has a current WIC certification. 
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The VOC displays Patient Information, Certification Date, Height & Weight, Blood Work, and 

Additional Information (Breastfeeding, Risk Assessment, and Food Package, if applicable).  

▪ Click the printer icon to print the VOC.  

 NOTE: If the patient does not have a current certification, the message “No Active 

Certification” will appear after clicking “Print VOC”.  

7.12 View Benefits 

Patient Menu page 

To access the View Benefits page from the Patient Menu page, click . 
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The general patient information will be displayed at the top portion of the page. The available 

benefits for the patient will be shown.  

7.13 Void Benefits 

Patient Menu page 

To access the Void Benefits page from the Patient Menu page, click . 
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The Void Issuances page will be displayed.  

▪ The Void Issuances page contains Patient Details, the remaining balance of benefits, and 

Void Reason. 

▪ Select the next to the month for which benefits are being voided.  
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▪ Use the drop-down menu  to select a Void Reason (Lost or Stolen, 

Damaged or Destroyed, Other or Food Pkg Change.  

 

 

▪ Click . 

▪ To cancel without voiding benefits, click . 
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8 VOC Search 

VOC Search is used to search for a WIC eligible patient who is transferring to your clinic.  

▪ To access the VOC Transfer, click the VOC Search link on the CDP Portal page. The VOC 

Search page will be displayed. 

 

 

 

 NOTE: If VOC Search does not appear on the list of links on the CDP Portal, contact your 

supervisor to request access.   

 

▪ Enter the Patient # or the patient’s First and Last Name and Birth Date, then click

. Entering the Name may return multiple results. When the results are 

displayed, click the green arrow corresponding with the patient to be transferred.  
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All members of the household with valid certifications will be displayed and available to transfer.    

 

▪ Check the box next to the patients to transfer, then click . 

 

 NOTE: If all of the patients in the household are being transferred, check the box for All, 

then click Transfer VOC.  
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*Refer to WIC Procedures Section, WIC VOC 

8.1 VOC Transfer – Patient Demographics Only 

 

 

From the VOC Transfer page, a user can search for an existing household or create a new household 

to transfer patients to.   
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▪ To transfer patient demographics only (not WIC certification information), use the drop-

down menu to select “No” for Transfer WIC Data.  

▪ If the patient is being transferred to an existing household, verify the county listed or use 

the drop-down menu to select the County.  If the patient is being transferred to a new 

household, click Create New Household.  This will display the Transfer Household Add page.  

▪ Use any of the search filters to find the household. Entering the Household number will 

return a direct hit.  

▪ Click .  

 

A list of results that match the search criteria will be displayed.  

 

▪ Click the green arrow next to the household to transfer the patient to that household.  
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The Household Member page will be displayed with the new patient listed as a member.  

 

*Refer to WIC Procedures Section, WIC VOC 
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8.2 VOC Transfer – WIC Data 

 

 

▪ To transfer WIC Data, use the drop-down menu to select “Yes” for Transfer WIC Data.  This 

will transfer WIC data including eWIC benefits, WIC certification history, food package, and 

growth chart history.     

▪ If the patient is being transferred to an existing household, use the drop-down menu to 

select the County.  If the patient is being transferred to a new household, click Create New 

Household.  This will display the Transfer Household Add page.  

▪ Use any of the search filters to find the household. Entering the Household number will 

return a direct hit.  

▪ Click .  

A list of results that match the search criteria will be displayed.  
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▪ Click the green arrow next to the household to transfer the patient to that household.  

 

 

A window will pop up asking to complete the VOC Transfer. Click Yes.  
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If the transferring patient has benefits, the Household Edit page will be displayed for entering 

issuance information.  
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▪ If the Household has an eWIC card, click Save. If the Household does not have an eWIC card, 

click Save & EBT Card Issuance.  

▪ After clicking Save, the patient will be transferred. If the patient has eWIC benefits, a new 

WIC Benefits list will be displayed with the patient’s new Household Number.  

 

 

A VOC label for the patient will be displayed.  
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A VOC for the patient will be displayed.  

 

If the patient’s new household does not have an eWIC card, the Add Card/Cardholder page will be 

displayed. For information on issuing an eWIC card, refer to section eWIC Card Issuance.  

*Refer to WIC Procedures Section, WIC VOC 
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9 Patient Search 

Another common method used for searching for patients in the Clinic Management System is 

through the Patient Search page. To access the Patient Search page through the CDP Portal, click

.  

 

The Patient Search page will be displayed.  
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▪ To search for a patient on the Patient Search page, select the County from the drop-down 

menu. A patient can be found by entering the Birth Date, Patient #, Birth State, Chart #, or 

Birth Country. Any combination of search fields can be used; however, entering the Patient 

# will return a direct hit.  

 

 NOTE: The grayed out buttons for New Registration, New Household, and New Appointment 

cannot be used until a search is performed for the patient.  
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Example: 

 

Notice that the patient was found in the system. From this page, a user can: 

▪ Go to the patient’s Registration page by clicking the Registration icon next to the Patient 

#. Refer to Registering A New Patient for information on the Registration page.  

▪ Copy the patient’s registration information by clicking the Copy icon  . 

▪ Go to the Patient Menu page by clicking the Patient Menu icon  . Refer to the Patient 

Menu section for information on the Patient Menu page.  Accessing the Patient Menu via 

the Patient Search page is an alternative method of accessing the PEF Listing page. 

 NOTE: The previously grayed out buttons for New Registration, New Household, and New 

Appointment are now available.  
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10 Food Instrument/Card Search 

To access the Food Instrument application from the Portal page, click the  link 

under WIC Card / Food Instrument.  

The Food Instrument Ranges Search page will be displayed. 

10.1 Food Instrument Ranges Search 

 

The Food Instrument Ranges Search page has Clinic and Bank Number drop-down menus.  

▪ To search for a clinic, left-click on the Clinic drop-down menu and select a Clinic. Left- click 

on the Bank Number drop-down menu and select the desired bank number (606370 Bank 

Number is for eWIC cards), then click . 

 

A list of Search results will be displayed.  
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10.2 Food Instrument Issue 

When food instruments and cards are needed in a clinic, a new Food Instrument Range will need to 

be issued. The State WIC Office will issue cards and food instruments to a clinic. To issue, click the 

 button. The Issue Food Instrument Range page will be displayed.  
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▪ Select the Clinic that the cards or food instruments will be issued to, and verify the correct 

Bank Number is selected in the Bank Number drop-down menu. If cards are being issued, 

the Beginning FI/Card # and Ending FI/Card # fields will be auto-filled with the Bank Number, 

which is also the first six digits of the eWIC card numbers. 

▪ If food instruments are being issued, enter the beginning food instrument number.  If cards 

are being issued, enter the remaining digits of the first card being issued in the Beginning 

FI/Card # field. The field should then contain the complete eWIC card number. 

▪ If food instruments are being issued, enter the beginning food instrument number.  If cards 

are being issued, enter the remaining digits of the last card being issued in the Ending 

FI/Card # field. The field should then contain the complete eWIC card number.  

▪ The Issue Date will be auto-filled with today’s date. Verify that all information has been 

entered correctly, then click save.  

A message will appear that the eWIC cards were issued successfully.  

10.3 Receive Food Instrument 

After the State WIC Office has issued a range of eWIC cards to a clinic, the clinic will need to 

“receive” them in the system before issuing to participants. To receive the cards, click the

 link under WIC Card / Food Instrument on the CDP Portal page.  

The Food Instrument Ranges Search page will be displayed. 

 

▪ To search for your clinic, left-click on the Clinic drop-down menu and select the Clinic. Left- 

click on the Bank Number drop-down menu and select the bank number to be received 

(606370 Bank Number is for eWIC cards), then click . 

A list of any eWIC cards that have been issued to the clinic will be displayed.  Cards that have not 

been received will not have a date in Date Rec/Rej (Received/Rejected) and numbers will be zero. 
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To receive the range of eWIC cards, check the box next to the range, then click . 

The Receive Food Instrument Range page will be displayed. The information on the card range will 

be displayed, including: Clinic, Bank Number, Beginning FI/Card #, Ending FI/Card #, and received 

date.  

 

▪ Verify that the first and last cards in the box received from the State WIC office match the 

numbers in the Beginning FI/Card and Ending FI/Card # fields.  

If all information is correct, click Save. The message “Cards Received” will be displayed.  

10.3.1 Food Instrument Block Detail 

To access the Food Instrument Block Detail page, click the Edit icon corresponding to an FI Range on 

the Food Instrument Range Search page.   
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The Food Instrument Block Detail page will be displayed.  
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The FI Block Detail page shows the Status/Action, Bank Number, FI /Card #, Check Number, Patient 

Number, Household Number, First/Last Valid Date, Void Date/ Reason, and Last Updated Date. 

10.3.2 Farmers Market Nutrition Program 

To view the Farmers Market Nutrition Program Block Detail page, select the appropriate Bank 

Number from the Bank Number drop-down menu. The Bank Number for FMNP is 1246720.  

▪ Each participant is allotted $20 for FMNP.  

▪ A warning message will appear if an individual has exceeded their FMNP benefits. 

10.3.2.1 Voiding Food Instruments 

To void food instruments from the Food Instrument Block Detail page, select “Void” from the 

Status/Action drop-down menu. 
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▪ Click the calendar icon to select the Void Date 

▪ Left-click once on the “Reason” drop-down menu and select a Void Reason from the list  

▪ Click the Save button 

Check for the successfully saved message at the bottom portion of the page:  
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11 Order Forms 

To order forms, click the link on the Portal page. The Forms Order Search page will 

be displayed.  

 

Use the drop-down menus to select a District or Clinic to search for. If the Form Number or 

Description is known, enter in the appropriate fields, then click search.  

 

A list of search results will be displayed in a grid on the bottom portion of the page.  
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To select a form to order, click the green arrow corresponding to the Form Number. The Forms 

Order Edit page will be displayed.  
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12 Accounts Receivable (AR Batch) 

Typically, electronic remittance is used, but sometimes batches are used. The Accounts Receivable 

application is used to manage batches.  

1. To access Accounts Receivable (AR Batch) from the Portal, click the Accounts Receivable link. 

The AR Batch search page will display. 

 

2. Select the Clinic from the drop-down, and any other known information to narrow the 

search results, then click Search. 

 NOTE: Open batches are those which the posted amount is not equal to the amount the 

batch was setup for. Once the amount has been reached, the batch will be closed. 

All batches that have been setup will be displayed. 
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From the AR Batch page displays the Clinic, Batch #, Date, Payor, Company, Check #/EFT, Date of 

Check, Amount, and Posted Amount for each batch. In the following example, $10.00 has been 

posted toward the $100.00 amount. $90.00 still needs to be posted toward batch #7. 

 

The edit icon allows the user to edit the corresponding batch. 

The dollar sign icon allows the user to post to the batch. 

The X icon allows the user to delete the corresponding batch. 

12.1.1 Editing a Batch 

1. To edit a batch, click the edit icon. 
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The Batch Setup (edit) page displays. 

 

Any field on the Batch Setup page can be edited or added with the exception of Clinic. 

2. After making any edits, click Update to save the changes or Cancel to cancel without saving 

changes. 

12.1.2 Posting to a Batch 

1. To post to a batch from the AR Batch page, click the $ icon corresponding to a batch. 

The Batch AR Patient Search page will display for that selected batch. 
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Invoices can be searched by A/R Number, Patient Number, Patient Last Name, Patient First Name, 

ICN Number, or Company/Contract. 

2. After entering any search criteria, click Search. 

In the following example, the Patient Number was used to narrow the search results. 

 

3. Click the $ icon next to the invoice you would like to post to. 
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The Batch Posting page displays. 
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Enter the amount to post in the Payment Amount. 

Click Post Payment/Next Patient to… 

Click Post Payment/Batch to… 

Click Cancel to cancel without posting or saving any information entered on the page. 

 

 

 

12.1.3 Adding a New Batch 

1. To set up a new batch, click New. 
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The Batch Setup page displays. 

 

2. Select the Clinic from the drop-down menu. 

3. Enter the Date. 

4. Select the Payor Code, Insurance Company, Contract Company, or Medicaid MCO from the 

drop-down menus.  

5. Click Save. 

 NOTE: When certain Payor Codes are selected, the Insurance Company, Contract Company, 

or Medicaid MCO fields may become disabled if not applicable to that payor code. If 

Insurance is selected as the Payor Code, the Insurance Company drop-down will become 

available to select from. 

The batch will be automatically assigned a batch number and will now display on the AR Batch page. 
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13 Breastfeeding Peer Counseling 

The Breastfeeding Peer Counseling application tracks participants in the peer counseling program. 

Whether you are a counselor in the field using a tablet PC or a supervisor in the office using a 

desktop computer, the Breastfeeding Peer Counseling application will track the status of all 

participants in the program, contacts with those participants, and discussion topics covered during 

counseling visits. 

To access the Breastfeeding Peer Search page, click the  link on the Portal 

page.  

The Breastfeeding Peer Search page will be displayed. 

 

The Patient Search page allows users to search for patients by a number of search criteria. Enter at 

least one search criteria, then click Search. A list of patients matching one or more of the search 

criteria will be displayed in the Search Results grid.  

 

The Clinic, Patient Name, Birth Date, WIC Status, Address, Contact phone number, Certification 

Date, Delivery Date, Program Status, and Counselor will be shown for each patient in the Search 

Results grid. 

To edit the BF Peer program information for a patient, click the Edit icon corresponding to the 

patient. 
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The Breastfeeding Peer Program Edit page will be displayed. The BF Peer Program Status and/or BF 

Peer Counselor Assigned can be changed by making a new selection from the drop-down menus.  

 

To save the changes, click Save. To cancel without saving changes and return to the search results, 

click Cancel.  
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14 Clinic Billing 

The Clinic Billing application is for State use only. Only state users will have the security membership 

to the application. To access, click the Clinic Billing link from the Portal page.  

 

14.1 Clinic Billing Search 

 

The Clinic Billing Search page displays a list of clinics, or sites. The top portion of the page contains 

search filters for searching for a specific clinic. To search for a clinic, use any combination of the 

search filters. Users do not have to use every search filter, however using at least one should narrow 

the results. 

Enter the Clinic Name and/or NPI Number in the text fields. Select the District, County, and/or 

Record Status from the drop-down menus.  

Example: 

 
 

▪ Click.  

 

The clinic(s) that match the search will be displayed in the result grid on the bottom portion of the 

page.  
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14.1.1 Edit Clinic Record 

To edit a clinic record, check the box next to the clinic to be edited and click , or click the edit 

icon  next to the clinic.  
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The Edit Clinic page is divided into six different sections: Clinic Information, Physical Address, Billing 

Address, Contact Address, General, and WIC Information. All fields with text boxes can be edited by 

clicking in the text field and typing the correct information. Any fields with drop-down menus can be 

edited by left-clicking on the drop down menu and selecting from the list. Any number fields can be 

edited by typing a number in the field, or using the arrows to increase or decrease the number.  

▪ The Clinic Information section displays the District, County, Site, Record Status, Date 

Deleted, Setup Date, and Update Date.  To delete a clinic record, use the drop-down menu 

for Record Status and select User Delete.  

▪ The Physical Address section displays the Address 1, Address 2, Zip Code, and 4 Digit 

Extension of the Zip Code. 

▪ The Billing Address section displays the Address 1, Address 2, Zip Code, and 4 Digit 

Extension of the Zip Code.  
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▪ The Contact Address section displays the Address 1, Address 2, Zip Code, and 4 Digit 

Extension of the Zip Code.  

▪ The General section contains the: Receipt Address Type, Phone Number, Fax Number, Email, 

Website, Home Site Number, School Site, Keying Site, Time Zone Difference, Labels Per 

Patient, Labels Across, Assign PEF, Voter Print Form, Registration Form, Chart Sequence, 

Autodialer, Audit Trail, Appointment By Provider, Cervical Page Flag, Chart 3 x 5 Pull, Run 

No-Show Report, Run Reminder Report, Run Cancel Report, Physician Page, Area Type Flag, 

Print Download Flag, Last Chart Number, Last Vaccine Number, Last RX Number, Verification 

Percentage, Appt Password, Cash Password, EBT, TOI Name, EMR, Immunization Reg. Pilot, 

Overbook Limit, Default Appt. Slots.   

▪ The WIC Information section displays the Name, Address 1, Address 2, Zip Code, 4 Digit 

Extension of the Zip Code, Phone Number, Fax Number, Email, Website, Non-Activity Site, 

On Demand, Assign Number, Dual Participation, Store FI Number, Label Profile, Scheduled 

Appointment, Access, FMNP Allocation, Total Amount FMNP Issued, and Remaining FMNP 

Amount.  

14.1.2 Add Clinic 

The Add Clinic screen is used to enter information about a specific clinic that is not currently in the 

system.  

To add a clinic, click the  button.  
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The fields used to enter information on the Add Clinic screen are the same fields as contained on the 

Show Clinic and Edit Clinic screens. The screen is divided into six sections: Clinic Information, 

Physical Address, Billing Address, Contact Address, General and WIC Information. 

▪ The Clinic Information section contains the District, County, Site, and Name.  

▪ The Physical Address section contains the Address 1, Address 2, Zip Code, and 4 Digit 

Extension of the Zip Code. 

▪ The Billing Address section contains the Address 1, Address 2, Zip Code, and 4 Digit 

Extension of the Zip Code.  

▪ The Contact Address section contains the Address 1, Address 2, Zip Code, and 4 Digit 

Extension of the Zip Code. 

▪ The General section contains the: Receipt Address Type, Phone Number, Fax Number, Email, 

Website, Home Site Number, School Site, Keying Site, Time Zone Difference, Labels Per 

Patient, Labels Across, Assign PEF, Voter Print Form, Registration Form, Chart Sequence, 
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Autodialer, Audit Trail, Appointment By Provider, Cervical Page Flag, Chart 3 x 5 Pull, Run 

No-Show Report, Run Reminder Report, Run Cancel Report, Physician Page, Area Type Flag, 

Print Download Flag, Last Chart Number, Last Vaccine Number, Last RX Number, Verification 

Percentage, Appt Password, Cash Password, EBT, TOI Name, EMR, Immunization Reg. Pilot, 

Overbook Limit, Default Appt. Slots.   

▪ The WIC Information section contains the Address 1, Address 2, Zip Code, 4 Digit Extension 

of the Zip Code, Phone Number, Fax Number, Email, Website, Non-Activity Site, On Demand, 

Assign Number, Dual Participation, Store FI Number, Label Profile, Scheduled Appointment, 

Access, FMNP Allocation, Total Amount FMNP Issued, and Remaining FMNP Amount. 

14.2 Clinic Contact Search 

The Clinic Contact Search page allows users to search for contacts by clinic. 

 

Enter the contact name or search all contacts within a clinic by selecting the clinic from the Clinic drop-

down, then click . 

A list of search results for contacts within that clinic will display. 

 

14.2.1 Clinic Contact Edit 

To edit a clinic contact, click the corresponding edit icon   for the contact. The Clinic Contact Edit 

page allows users to edit the information for a specific clinic contact, including Title, Name, Phone 

Number, Extension, Email, and Cell Phone. 
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If any updates or edits are necessary, make the changes then click  to save changes and return to 

the Clinic Contact Search page. 

14.3 CDP KYCMS Support Tables 

14.3.1 Forms 

The Forms Search page allows users to search for forms by number, description, or record 

status. The fields on the search page are read-only.

 

To edit any of the information in these fields, click the Edit icon next to a form. The Edit Form screen 

will be displayed. 
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14.3.1.1 Edit Form 

The Edit Forms screen is used to edit information about orderable forms.

 

The fields that can be edited include: Form Number, Description, Email Address, Minimum Order 

Quantity, Maximum Order Quantity, Package Size, and Record Status.  

The bottom portion of the screen is for editing, adding, or deleting Form Payment Information. 

Fields that can be edited in this panel include: Fund, Agency, Organization/Sub, Program, Activity, 

OBJ/S, Job/Project, and Percent.  

▪ To add form payment information, click the   button and fill in the blank fields.  

▪ To delete form payment information, check the box next to a Fund, and click the  

button.  
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14.3.2 Employee 

14.3.2.1 Employee Search 

The Employee Search screen is used to search for clinic employees in the system. 

 

Employees can be searched by: District, First Name, Last Name, Employee Number, and/or Record 

Status. Enter any known search criteria and click the Search button. A list of all results matching the 

search criteria will be displayed. 

To view an employee, click the  icon associated with an employee. The Show Employee page will 

be displayed. 
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Click OK to return to the Employee Search page. 
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15 User Security 

15.1 User Security Search 

The User Security Search page is displayed when the User Security link is accessed from the Portal. 

 

To search for a user, enter search criteria by typing in the “Search for” field, selecting the user’s record 

status, and/or Home State. Click Search.  

Any users matching the search criteria will be displayed in the results grid.  

 

15.2 Edit User 

To edit a user’s security, click the edit icon corresponding to the user on the User Search page. 

 

The Edit User page will display. 
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From the Edit User page, a number of fields can be edited under the Edit User panel. 

The user can be removed from groups or added to new groups within the Groups panel by using the

  button to add a new group, or the corresponding  icon to remove access to an existing group. 

The user can be removed from or add new legacy values under the Legacy panel by using the   

button to add a new value, or the corresponding  icon to remove an existing value. 

After any changes have been made, click Save to save the changes or cancel to return without saving 

changes. 
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16 Help 

16.1 Contacts 

16.1.1 Program Contacts 

KY WIC Help Desk (877) 597-0367 

Business Hours: 8 am to 5:30 pm  

16.1.2 Application Assistance 

KY WIC Help Desk (877) 597-0367 

Business Hours: 8 am to 5:30 pm 

Or  

Local Health Operations Help Desk (502) 564-6663 

16.1.2.1 Password Assistance 

If you have forgotten or would like to change your password, refer to Forgot My Password.  

16.1.3 General Hardware and Software Assistance 

Contact your IT Support provider for assistance with hardware or software. 
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Appendix A: WIC Procedures 

A.1 WIC Benefits Issuance 

The table below is an Issue Date Reference. For each given situation, there is a suggestion for the 

Issue Date to use and an explanation of the Issue Day used.   

“Issue Date” Reference 
Situation *Issue Date Issue Day 

Issuance to a new 
Household  

(New to WIC, 
never issued 

benefits) 

• Same day the participant is certified. • The system will 
automatically complete 
the issue day using 
information entered in the 
“Issue Date” field 

Issuance to an 
existing 

Household  

• If issuance takes place before benefits begin or 
on the actual date benefits begin, use the date 
that benefits are to begin. 

 
(Example:  Participant comes to clinic on 
2/13/12 and next issuance date is 2/16/12, 
enter 2/16/12 date in the “issue date” field) 

• Already established based 
on prior issuance 

Issuance to a 
participant after 
“next issuance 

due” date 

• Enter the actual date the participant is issued 
benefits. 

 
(Example: Participant comes to clinic on 
2/17/12 and the “next issuance” was due 
2/14/12.  Enter 2/17/12 in the “issue date” 
field. 

 
Note:    In order to issue an appropriate 
quantity of food, the system will automatically 
adjust the amount of benefits issued. 

• Already established based 
on prior issuance 

Issuance to 
coordinate 

benefits with an 
existing HH 

member receiving 
benefits 

 

• Enter the actual date the participant is issued 
benefits. 

 

• The system will issue an appropriate quantity 
of food benefits and coordinate the new 
member to the household’s established issue 
date. 

 
(Example: Mom’s issue date is 4/10/12; baby is 
added 4/20/12.  Enter 4/20/12 in the “issue 
date” field.) 

 

• Already established based 
on HH member 
established prior to 
issuance 
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“Issue Date” Reference 
Issuance when ALL 

members 
transferring to a 

new site 

• Determine the last time benefits were issued. 
 

• If issuance is due, and participant is in clinic 
before “next issuance”, enter the date benefits 
are to begin in the “issue date” field. 

 
(Example:  Participant comes to clinic on 
2/13/12 and next issuance date is 2/16/12, 
enter 2/16/12 date in the “issue date” field) 

 

• If the participant presents “after” the next 
benefit issuance is due, enter the actual date in 
the “issue date” field. 

 
(Example: Participant comes to clinic on 
2/17/12 and the “next issuance” was due 
2/14/12.  Enter 2/17/12 in the “issue date” 
field. 

 

• Issue Day already 
established (issue day is 
transferred along with the 
members transferred via 
VOC Search) 

Issuance when a 
member is 

transferring to an 
existing HH at 
another site 

• If the member does not have benefits and is 
due benefits before the established issue day, 
enter the current date as issue date. 

 
(Example:  Member transfers on 4/15/12 
without any benefits to a HH with issue day of 
20.  Enter 4/15/12 as the issuance date.  A 
prorated package will be issued for 4/15 to 
4/19) 

 

• If the member has benefits, determine when 
next benefits are due and enter “next 
issuance” date in the “issue date” field. 
 
(Example: Member transfers on 4/15/12 and 
“next issuance” due is 4/27/12.  Enter 4/27/12 
in the “issue date” field. 

 

• Issue Day already 
established 

 
(Example:  The transferring 
member’s issue day was 10 
and transfers into a HH with 
an issue day of 20.  The 
transferring member’s issue 
day becomes 20) 

 
 
 
 
 
                             Rev. 5/2012  

 NOTE:  Once the issue day has been established for a household, the issue day cannot be 

changed. 
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A.1.1 Replacement 

HEALTH PROFESSIONAL REPLACING AND RETURNING eWIC BENEFITS       

STEPS FOR HEALTH PROFESSIONAL DOING ISSUANCE 

REPLACING BENEFITS WHEN FORMULA IS NOT RETURNED 

6. Search for the patient. 

7. Click Patient Menu icon for the patient. 

8. On Patient Menu, click Replace Benefits. 

9. On Replace Benefits: 

a. In Void Benefits, check months to void. 

b. In Void Reason, select reason from drop-down. 

c. In Food Package, select new food package. 

d. In Issuance Info, verify/select Clinic and select Identification. 

e. Click Replace Benefits.   

f. Windows appear with issuance label and benefits list; print each and close each 

window. 

Refer to “Issue Day” 

Column 

Refer to “Issue Date” 

Column 
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REPLACING BENEFITS WHEN FORMULA IS RETURNED 

1. Enter number of cans of formula returned: 

a. Search for the patient. 

b. Click Patient Menu icon for the patient. 

c. On Patient Menu, click Return Purchased Formula. 

d. On Return Formula: 

i. In Quantity Returned, enter number of cans returned. 

ii. Click Return Benefits. 

iii. Message displays that benefits were successfully returned. 

iv. Click Back. 

2. Void benefits, change food package and replace benefits: 

a. On Patient Menu, click Replace Benefits. 

b. On Replace Benefits: 

i. In Void Benefits, check months to void. 

ii. In Void Reason, select reason from drop-down. 

iii. In Food Package, select new food package. 

iv. In Issuance Info, verify/select Clinic and select Identification. 

v. Click Replace Benefits.   

vi. Windows appear with issuance label and benefits list; print each and close each 

window. 

REPLACING AND RETURNING eWIC BENEFITS          

   STEPS FOR SUPPORT STAFF 

REPLACING BENEFITS WHEN FORMULA IS NOT RETURNED 

1. Refer food package change to health professional to assign a new food package.  

a. If benefits to be replaced are for months where an ICT was done, the ICT changed infant 

status to child status.  If the food package change is for the infant food package, the 

child status assigned in the ICT must be changed to the appropriate infant status before 

a new infant food package can be assigned.   

2. After food package is changed, void and replace benefits: 

a. Search for the patient’s household. 

b. On Member screen, select patient and click Patient Menu. 

c. On Patient Menu, click Replace Benefits. 

d. On Replace Benefits: 

i. In Void Benefits, check months to void.   

1. If replacing benefits for a month(s) for an infant with a current ICT:   
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a. If replacing the infant food package(s), check months for all 

infant and child packages to void.  The system will replace the 

infant package(s) and do the ICT again to replace the child 

package(s) if appropriate.  This ensures the appropriate child 

food package is issued.  

b. If replacing the child food package(s), check only the month(s) 

for the child package.   

ii. In Void Reason, select reason from drop-down. 

iii. In Food Package, assigned food package shows. 

iv. In Issuance Info, verify/select Clinic and select Identification. 

v. Click Replace Benefits.   

vi. Windows appear with issuance label and benefit list; print each and close each 

window. 

 

 

REPLACING BENEFITS WHEN FORMULA IS RETURNED 

1. Enter quantity of formula returned: 

a. Search for the patient’s household. 

b. On Member screen, select patient and click Patient Menu. 

c. On Patient Menu, click Return Purchased Formula. 

d. On Return Formula: 

i. In Quantity Returned, enter quantity of purchased formula returned. 

ii. Click Return Benefits. 

iii. Message returns that benefits were successfully returned. 

iv. Click Back or Portal. 

2. Refer food package change to health professional to assign a new food package. 

a. If benefits to be replaced are for months where an ICT was done, the ICT changed infant 

status to child status.  If the food package change is for the infant food package, the 

child status assigned in the ICT must be changed to the appropriate infant status before 

a new infant food package can be assigned.   

3. After food package is changed, void and replace benefits: 

a. Search for the patient’s household. 

b. On Member screen, select patient and click Patient Menu. 

c. On Patient Menu, click Replace Benefits. 

d. On Replace Benefits: 

i. In Void Benefits, check months to void.   

1. If replacing benefits for a month(s) for an infant with a current ICT:   

a. If replacing the infant food package(s), check months for all 

infant and child packages to void.  The system will replace the 
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infant package(s) and do the ICT again to replace the child 

package(s) if appropriate.  This ensures the appropriate child 

food package is issued.  

b. If replacing the child food package(s), check only the month(s) 

for the child package.   

ii. In Void Reason, select reason from drop-down. 

iii. In Food Package, assigned food package shows. 

iv. In Issuance Info, verify/select Clinic and select Identification. 

v. Click Replace Benefits.   

vi. Windows appear with issuance label and benefit list; print each and close each 

window. 

A.2 WIC Certification 

MEASURES AND WIC CERTIFICATION  

A. Measures and Certification steps when health professional enters all data: 

1. From Portal – click Patient Search 

2. Enter patient ID number and click Search button 

3. Click Patient Menu icon for selected patient 

4. From Patient Menu – click Measures & Blood Work History link 

5. From Measures & Blood Work History, click New Measures/Blood Work button 

6. Enter measures and blood work (if age appropriate) 

7. To print growth chart, click Save button (saves data & returns to Measures & Blood Work 

History screen) 

8. Click Growth Chart button 

9. Click a print button to print growth charts, then close print window (click X) 

10.  Click New Cert/Recert button 

11. On Cert/Recert Status Selection screen, select status and click Calculate Risk button 

12. Complete Risk, Comments, Plan (and Breastfeeding/TV questions if age appropriate) and 

click Save & Food Pkg Assign button 

13. Select food package and click Save & WIC 75 button 

B. Measures steps when Clinical Assistant enters measures and blood work: 
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1. From Portal – click Patient Search 

2. Enter patient ID number and click Search button 

3. Click Patient Menu icon for selected patient 

4. From Patient Menu – click Measures & Blood Work History 

5. From Measures & Blood Work History, click New Measures/Blood Work button 

6. Enter measures and blood work (if age appropriate) 

7. To print growth chart, click Save button (saves data & returns to Measures & Blood Work 

History screen) 

8. Click Growth Chart button 

9. Click a print button to print growth charts, then close print window (click X) 

10. Click Portal button for next patient search 

C. Certification steps when health professional enters only certification data: 

1. From Portal – click Patient Search 

2. Enter patient ID number and click Search button 

3. Click Patient Menu icon for selected patient 

4. From Patient Menu, click History under WIC 

5. From History screen, click New Cert/Recert button 

6. On Cert/Recert Status Selection screen, select status and click Calculate Risk button 

7. Complete Risk, Comments, Plan (and Breastfeeding/TV questions if age appropriate) and click 

Save & Food Pkg Assign button 

8. Select food package and click Save & WIC 75 button 
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State 
Risk 
Code   

Federal 
Risk Code  

Description  

1010 1020  201 211  LOW HCT/HGB ELEVATED BLOOD LEAD  
2040  142a  PRETERM 
2040 142b EARLY TERM 
2049  152a  HEAD CIRCUMFERENCE BELOW 5TH PERCENTILE  

2050 2060  141 114  LOW BIRTHWEIGHT/VL BIRTHWEIGHT AT RISK FOR OVERWEIGHT  
2061  111  OVERWEIGHT  
2062  103  AT RISK FOR UNDERWEIGHT  
2063  101  UNDERWEIGHT  
2064  121  AT RISK FOR SHORT STATURE  
2065  121  SHORT STATURE  
2066  151  GROWTH PROBLEMS  
2067  131  INAPPROPRIATE WEIGHT GAIN PATTERN  
3010  371  SUBSTANCE USE  
3011  904  SECONDHAND SMOKE  

4010 4020  601 602  BF INFANT/BF WOMAN AT NUTRITIONAL RISK BREASTFEEDING COMPLICATIONS  
4040 4070 
4075 5011  

601 701 703 
301  

BF INFANT/BF WOMAN WITH DIETARY CONCERNS INFANT OF WIC 
MOTHER/MOTHER AT RISK INFANT OF A MOTHER W/COMPLICATIONS WHICH 
IMPAIR NUTRITION PREGNANCY INDUCED CONDITIONS  

5012  311  DELIVERY OF PREMATURE  
5012  312  DELIVERY OF LBW INFANT  
5013  321  FETAL OR NEONATAL DEATH  
5014  331  GENERAL OBSTETRICAL RISK  
6010  341  NUTRIENT DEFICIENCY  
6010  342  GI DISORDERS  
6010  343  DIABETES  
6010  344  THYROID DISORDERS  
6010  345  HYPERTENSION  
6010  346  RENAL  
6010  347  CANCER  
6010  348  CNS DISORDERS  

6010 6010  349 350  GENETIC/CONGENITAL DISORDERS PULORIC STENOSIS  
6010  351  INBORN ERRORS OF METABOLISM  
6010  352  INFECTIOUS DISEASES  
6010  353  FOOD ALLERGIES  
6010  354  CELIAC DS  
6010  355  LACTOSE INTOLERANCE  
6010  356  HYPOGLYCEMIA  

6010 6010 
6010 6020  

357 359 360 
902  

DRUG/NUTRIENT INTERACTIONS RECENT SURGERY, TRAUMA, BURNS JVARTHRITIS, 
CARDIORESP DS, LUPUS, HEART DS, CF, ASTHMA IMPAIRED ABILITY TO PREPARE 
FOOD  

6030  361 & 362  COMPLICATIONS WHICH IMPAIR NUTRITION  
6040  381  DENTAL PROBLEMS  
6050  382  OTHER HEALTH RISK  
7010  401  PRESUMED DIETARY RISK  
7012  411.1  FEEDING PRACTICES - INFANTS  
7012  425.1  FEEDING PRACTICES - CHILDREN  
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7012  427.1  FEEDING PRACTICES - WOMEN  
7012  428  FEEDING PRACTICES - INFANTS  
7015  402  INAPPROPRIATE NUTRIENT INTAKE  
7015  403  INAPPROPRIATE NUTRIENT INTAKE  
7020  358a  EATING DISORDERS  
7090  901  RECIPIENT OF ABUSE  
7095  903a  FOSTER CARE  
7098  801  HOMELESSNESS  
7099  802  MIGRANCY  
8030  501  REGRESSION PRIORITY III  
9010  502  TRANSFER  

 

 

16.2 WIC Labels 

OBTAINING WIC CERTIFICATION LABEL FOR FULLY BREASTFED INFANTS 
ASSIGNED BF1/F1 FOOD PACKAGE 

Household Contains Fully Breastfeeding Infant (single infant or multiple infants) NOT Receiving 
Benefits (BF1/F1 package) – Printing Certification Label for Infant(s) Only  
 

1. On Member screen, click Save & Issuance. 

2. On WIC Benefits Issuance screen: 

a. Click on the “Cert Label Only?” box for participant(s) with a BF1/F1 package. 

b. Click Issue Benefits.  

c. A window will appear with the certification label(s).  To print label(s): 

i. Click File or the print icon in the toolbar that appears in the window. 

ii. Select or verify label printer is selected printer. 

iii. Click Print/OK. 

iv. Close window when printing is complete. 

3. Place certification label in participant’s medical record(s). 
 
Household Contains Fully Breastfeeding Infant (single infant or multiple infants) NOT Receiving 
Benefits (BF1/F1 Package) – Printing Certification Label for infant(s) and Issuing Benefits to Other 
Household Members  
 

1. On Member screen, click Save & Issuance. 
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2. On WIC Benefits Issuance screen: 

a. Verify/select clinic from the dropdown.  

b. Enter issue date. 

c. Select the type of identification presented from the drop down. 

d. Select member(s) to receive issuance by checking the box next to Patient # or check the 
“All" box to select all Household Members. 

e. Do not check or uncheck the box next to the Patient # of the participant(s) assigned the 
BF1/F1 package. 

f. Check the “Cert Label Only?” box for participant(s) assigned the BF1/F1 package. 

g. Select number of months to issue for participant(s) receiving benefits.   

h. Click Issue Benefits. 

i. Two (2) windows will appear: one with the benefits list and shopping list for the 
household member(s) receiving benefits and one with the certification label(s) and 
issuance label(s).  To print:  

i. Click File or the print icon in the toolbar that appears in the window. 

ii. Select/verify label printer is selected printer. 

iii. Click Print/OK. 

i. Close each window when printing is complete.   

3. Place certification and issuance labels in participant’s medical records. 

4. Give benefits list and shopping list to participant(s). 
 
Note:  The BF1/F1 label can be reprinted through the CDP Report Viewer option.  

 

16.3 WIC Registration 

Rev. 9/2012 

REGISTERING FOR WIC CERTIFICATION/RECERTIFICATION    

PATIENT(S) WITH MEDICAID, FOOD STAMPS OR KTAP 

1. On CDP Portal, click HH Search. 

2. On Household Search, enter search criteria for the household and click Search. 
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3. On Member screen, verify household address and phone number.  If new address or phone 

number, click Edit at top of screen.  On Household Edit screen, change address and/or phone 

number and click Save. 

4. Enter/verify number in household. 

5. Click Save & Third Party on Member screen. 

6. On Third Party Liabilities screen, click box beside name(s) of patients being certified.  If all 

household patients are receiving services, click the All box. 

7. Select/verify Medicaid eligibility and enter/verify Medicaid number if applicable.  Click in box for 

KTAP or Food Stamps if patient receives these.   

8. Click Save & Income/ Proofs.   

9. On Income/Proofs screen, click box beside name(s) of patients being certified.  If all household 

patients are receiving certification, click the All box. 

10. Complete initial contact date (if a new certification), proof for residence, proof for identity, 

adjunct eligibility and adjunct eligibility proof for each patient for certification/recertification.   

11. Click Save & Member. 

12. On Member screen, click box beside patient name and click Registration. 

13. On Registration, ensure all required fields are completed.  Make sure correct clinic is on 

Registration.  Update/complete fields as needed. 

14. Select WIC Cert/Recert as reason for visit. 

15. If address and phone number was not verified on Member screen verify on Registration.  

Update household address and/or phone number if needed. 

16. Enter number for labels needed. 

17. Click Save & Member if another household member needs to be registered.  If thru with 

household, click Save & Portal. 

18. Window will appear with labels.  Click print icon in toolbar that appears in window.  Ensure 

printer is label printer.  Click OK/Print.  Do not close (X) window until labels are thru printing. 

 

  



CMS User Guide  CDP, Inc. 

Help 
209 

PATIENT(S) FOR INCOME SCREENING 

1. On CDP Portal, click HH Search. 

2. On Household Search, enter search criteria for the household and click Search.     

3. On Member screen, verify household address and phone number.  If new address or phone 

number, click Edit at top of screen.  On Household Edit screen, change address and/or phone 

number and click Save. 

4. Enter/verify number in household. 

5. Click Save & Income/Proofs on Member screen. 

6. On Income/Proofs, click box beside name(s) of patients being certified.  If all household patients 

are receiving certification, click the All box. 

7. Complete initial contact date (if a new certification), proof for residence, proof for identity, 

adjunct eligibility and adjunct eligibility proof for patient(s) for certification/recertification.    

8. Click box for Assessing Income. 

9. Enter/update household income information: 

a. For Salaried Income/Wages:  

i. To do a new entry for salaries/wages, click Add to open line for data to be 

entered.  Click Add for each entry needed. 

ii. Complete name (of person with wages), employer, pay period, income amount 

and proof. 

b. For Other Income:  

i. To do a new entry for other income, click Add to open line for data to be 

entered.  Click Add for each entry needed. 

ii. Complete name (of person with other income), income source, pay period, 

amount, and proof.    

10. Click Save & Member. 

11. For patient(s) over WIC income guidelines, a Notice of Ineligibility (WIC-54) will appear in a 

separate window to print.  If over WIC income guidelines, Registration must be completed for 

documentation. 

12. On Member screen, click box beside patient name and click Registration. 

13. On Registration, ensure all required fields are completed.  Make sure correct clinic is on 

Registration.  Update/complete fields as needed. 

14. Select WIC Cert/Recert as reason for visit. 

15. If address and phone number was not verified on Member screen, verify on Registration.  

Update household address and/or phone number if needed. 

16. In Income section, enter date income was assessed (today’s date) in Income Assessed Date.  

(Income Assessed Date must be completed with date income was assessed to receive 4th 

registration label.) 

17. Enter number for labels needed. 

18. Click Save & Member if another household member needs to be registered.  If thru with 

household, click Save & Portal. 
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19. Window will appear with labels.  Click print icon in toolbar that appears in window.  Ensure 

printer is label printer.  Click OK/Print.  Do not close (X) window until labels are thru printing. 

 

 

Rev. 10/2012 

 

REMINDERS FOR INCOME DOCUMENTATION FOR WIC CERTIFICATION   

• Enter zero (0) in the income field when the participant reports zero household income (i.e. there 

is no income for the household). 

 

• If an income screening has never been done on the household (for example, participants with 

Medicaid, KTAP, or Food Stamps), the annual income field will be blank.  If income screening is 

not required, the field should be left blank.  CMS will accept a blank income field.  If an income 

screening has been done, the annual income field may contain the annual amount. 

 

• Annual income fields should be blank when income is unknown or has never been assessed 

(CMS will accept a blank income field).  Do not enter nines (99999) for unknown income in any 

income fields in CMS.  Nines in the income field in CMS are considered as a dollar amount (i.e., 

$99,999).  Only enter nines if it is the income amount (i.e., $999.99). 

 

• Nines (99999) appearing in the annual income field on Registration may be from the transfer of 

income data from Bridge to CMS (99999 was entered in the Bridge system for unknown 

income).  If household income has not been assessed or is not being assessed, nines should be 

deleted from the annual income field in CMS leaving the field blank (CMS will accept a blank 

income field); otherwise, it will appear that the annual household income is $99,999.     

 

• When household income is assessed for a patient, the Income Assessed Date on Registration 

must be completed with the date income was assessed to receive the fourth registration label 
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Rev. 9/2012 

WIC PROGRAM DOCUMENTATION FOR KCHIP III ELIGIBILITY     

Persons eligible for KCHIP III are not adjunct income eligible for WIC.  To identify if a patient is KCHIP III 

eligible, the Kentucky Health Net Eligibility Verification System will have a “P7” in Program Status.  

Patients with KCHIP III must be screened for household size and household income.  Steps for 

documenting KCHIP III and income information:   

1. On the Member screen, click Save & Third Party. 

2. On Third Party Liabilities, select member by clicking box for patient name. 

3. In Medicaid Eligible drop-down, select KCHIP 3. 

4. Click Save & Income/Proofs. 

5. On Income/Proofs, select member by clicking box for patient name. 

6. Select proof from drop-downs for Residence and Identification. 

7. Select None from Adjunct Eligibility drop-down. 

8. Select Not Applicable from Adjunct Eligibility Proof drop-down. 

9. Check Assessing Income box. 

10. Update existing income info or click Add to add new income info for Salaried Income/Wages 

and/or Other Income. 

11. Complete all required fields for income including proof. 

12. Click Save & Member. 

13. For patient(s) over WIC income guidelines, a Notice of Ineligibility (WIC-54) will appear in a 

separate window to print.  If over WIC income guidelines, Registration must be completed for 

documentation. 

14. On Member screen, select member by clicking box for patient name. 

15. Click Registration. 

16. On Registration, complete Income Assessed Date in addition to required fields.  Make sure 

correct clinic is on Registration.  Update/complete fields as needed. 

17. Select labels. 

18. Click Save & Portal or Save & Member. 

19. Print labels for documentation. 

 

16.4 WIC VOC 

Rev. 10/2012 

ADDING AN IN-STATE WIC TRANSFER/VOC USING VOC SEARCH                   

        

• User must have security for VOC Search to appear on Portal. 

• Once the transfer is completed using VOC Search: 
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o An email is automatically sent to the losing clinic to alert staff of the transfer(s).     

o WIC History is updated for the patient(s) transferred.* 

VOC Search 

1. On Portal, click VOC Search. 

2. On VOC Search screen, enter Patient ID # or Name and Birth Date. 

3. Click Search. 

4. Match displays at bottom of screen in WIC Patients panel if patient has current WIC 

certification.  If name shows in multiple clinics, it is in order by most recent clinic.  (Panel 

displays Clinic, Patient #, Name, Status, Certification Begin Date, Certification End Date, WIC 

Active, and Terminate Reason (reason shows if terminated**)).    

5. To transfer, click green arrow next to Clinic that patient is in. 

6. Select VOC Patients screen returns.  WIC Patients panel shows all household members who have 

current WIC eligibility and members’ certification info.*** 

7. Click box next to Patient # to select patient(s) to transfer or click All to transfer all patients. 

8. Click Transfer VOC. 

9. On VOC Transfer screen, complete Transfer panel: 

a. Transfer WIC Data: Select Yes to transfer WIC info.  ("No" transfers patient 

demographics only). 

b. Residence and Identification proof:  Select proof for residence and identification from 

dropdown for each patient transferring. 

c. County:  Verify/select county to receive patient(s). 

10. Create a new household or search for the existing household to transfer patient(s) into. 

 

To Create New Household  

1. Click Create New Household. 

2. VOC Transfer Verification box appears.  Click Yes in Complete the VOC Transfer?   

3. Transfer Household Add screen returns. 

4. Change household Name, Address, City/State/Zip, and Phone Number as needed. 

5. Complete Issuance Info panel with Clinic and Identification.  Make sure correct clinic is selected.   

6. Add/update Responsible Party, Emergency Name, Primary Insurance Company, Supplemental 

Insurance Company, or Medical Home as needed. 

7. Click Save. ****   

8. Multiple windows appear with a VOC for patient(s) transferred, a WIC Benefit List (with benefits 

transferred if patient(s) has eWIC benefits), an issuance label (if patient(s) has eWIC benefits), 

and Add Card/Cardholder screen to issue an eWIC card (card may be issued now or close 

window and issue at check out). 

9. Member screen displays the new household created with the transferred patient(s). 

10. Enter Number in Household on the Member screen and click Save. 
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11. Register transferred patient(s).  Select a member and click Registration.   

12. On Registration, complete required and applicable fields.  Make sure correct clinic is on 

Registration.  Enter Reason for Visit of WIC VOC.  Select needed labels and click Save & Member 

or Save & Portal.  (Do not click Save & VOC). 

13. Issue benefits as appropriate at checkout based on date due.  Date due is shown on WIC 

Benefits Issuance screen in Next Issuance Due and date reflects any transferred benefits. 

 

To Transfer to Existing Household 

1. Enter household number, name, etc. for existing household to transfer patient(s) into. 

2. Click Search. 

3. Match from search displays at bottom of screen in Household panel. 

4. To transfer, click green arrow next to Household # to transfer patient(s) into. 

5. WIC Transfer Verification box appears.  Click Yes in Complete the VOC Transfer?  

6. Transfer Household Edit screen returns with household info.  Edit household info as needed.  

7.  Complete Issuance Info panel with clinic and identification. Make sure correct clinic is selected.      

8. Add/update Responsible Party, Emergency Name, Primary Insurance Company, Supplemental 

Insurance Company, or Medical Home as needed. 

9. Click Save. 

10. Multiple windows appear containing a VOC for patient(s) transferred, a WIC Benefit List (with 

benefits transferred if patient(s) has eWIC benefits), an issuance label (if patient(s) has eWIC 

benefits), and Add Card/Cardholder screen to issue an eWIC card if household does not have an 

eWIC card (card may be issued now or close window and issue at check out). 

11. Member screen displays with transferred patient(s) added in existing household. 

12. Update number in household and click Save. 

13. Register transferred patient(s).   Select member and click Registration.   

14. On Registration, complete required and applicable fields.  Make sure correct clinic is on 
Registration.  Enter Reason for Visit of WIC VOC.  Select needed labels and click Save & Member 
or Save & Portal.  (Do not click Save & VOC).   

15. Issue benefits as appropriate at checkout based on date due.  Date due is shown on WIC 
Benefits Issuance screen in Next Issuance Due and date reflects any transferred benefits. 

 
 
* Certification history from the previous clinic is transferred and shows in the WIC Certification History 
along with the VOC for the transfer. 
 
**A participant who has WIC eligibility but has been terminated can be transferred.  However, the 
participant’s terminated status is transferred.  Before any benefits can be issued to a terminated 
participant, the reason for termination must be reviewed and a reinstatement done if appropriate.   
 
***Select VOC Patients includes the Next Issuance Due date.  Use this date along with information 
gathered from the participant to determine when to complete the VOC or schedule the participant for 
service.  If the participant is in clinic and benefits are due, complete the VOC process; if benefits are not 
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due but a new eWIC card is needed to access benefits, complete the VOC (i.e., if a member(s) from a 
household is transferring but a member(s) still remains in the household, such as a child transferring 
while mom, or another child, receives WIC benefits and has the card, complete the VOC and issue a new 
card to access the transferred benefits); if benefits are not due and the entire household has transferred 
and has the eWIC card, cancel the VOC and schedule an appointment as needed to complete the VOC . 
      
***Note: If address or phone number matches an existing household, a duplicate household warning will 
appear.  To proceed, click Continue Save; to cancel, click Cancel. 

 

 

 

 
Rev. 10/2012 

ADDING AN OUT-OF-STATE WIC PARTICIPANT                                

 
For an out-of-state-participant: 
 
To be valid, the VOC must contain, at a minimum, the name of the participant and the beginning and 
ending dates of the certification period, and there must be eligibility remaining.  If the VOC is 
determined to be invalid, the transferring site may be contacted for necessary information.  If 
information cannot be obtained, the person must be screened as a new applicant in the receiving site. 
 
Residence requirements must be met.  Request to see proof of residence and identity of the individual 
being transferred.  If proof cannot be provided, refer to the WIC and Nutrition Manual, Certification and 
Management Section, WIC Eligibility Requirements, “Applicant Unable To Provide Proof Of Residency At 
WIC Certification” and/or “Applicant Unable To Provide Proof Of Identity At WIC Certification.” 
 

1. On Portal, click HH Search. 
2. Enter search criteria and click Search (transfer patient(s) may be added to an existing household 

or create a new household). 
3. On Member screen, click Add to open line to enter patient info. 
4. Complete required fields (Member, Patient #, Name, Birth Date, and Gender). 
5. Complete/update Number in Household. 
6. Click Save. 
7. Check box for the patient.  
8. Click Registration. 
9. On Registration, complete all applicable and required fields.  Enter Reason for Visit of WIC VOC. 
10. Click Save & VOC. 
11. On VOC, enter all required fields:  Proof of Residence and Identification, Beginning and Ending 

Certification Date, and Status; once status is entered, the screen auto-fills VOC risk (risk code 
502).    Be sure to check beginning and ending certification dates and enter correctly. 

12. Click Save & Food Package. 
13. Window will appear containing a VOC label; print label for placement in the medical record. 
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14. On Food Package Assignment screen: 
Option A: If food package information is provided by the previous clinic, consult with health 

professional for food package assignment PRIOR to selecting the food package, 
select the food package, click save and proceed to step #15); or 

Option B: If food package information is not provided by the previous clinic, a health 
professional must assign a food package. Click Member, arrange for participant to 
see health professional, and proceed to step 15.  

15. On Member screen, request labels: 
a. Check box for the patient. 
b. Click Labels. 
c. Enter number in needed labels and click Create. 
d. Labels appear in window to print; when labels have been printed, click Done. 
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• WIC VOC 
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• WIC VOC Transfer Email Alert 

10/2012                                          

WIC VOC TRANSFER EMAIL ALERT                

An email is automatically sent from a transfer using VOC Search.  The email is sent to the agency losing 

the participant(s) through VOC Search.   
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