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1 Document History 

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

2.0 May 31, 2013 Á New format 

Á Organized by Support Staff 
and Patient Menu functions 

Á Added WIC Appendix 

Á Updated screenshots  

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

Á Added reference links 

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

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

Á Patient Functions, 
Patient Search 

Á Registering a New 
Patient 

Á Household Functions, 
Member Screen 

Á Growth Charts, 
Certification 

Á Food Package 
Assignment 

Á Breastfeeding Peer 
Counseling (new 
section) 

 

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

Á CDP Portal 

Á Registering a New 
Patient 

Á Member page (Online 
Nutrition Education) 

Á Certification (MCHA 
Quick Guide) 

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

Á CDP KYCMS Support 
Tables (Forms and 
Employee) 

Á User Security 

Á General updates for 
consistency and 
formatting 

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

Á PEF Entry 

Á Adding CPT Codes 

Á Receipt 

Á PEF Listing 

Á Viewing A/R 

Á Patient Menu ς PEF 
Listing 

Á Patient & 
Immunization Search 

2.6 November 2022 Á Updated to include 
CMS1500 including: 

Á CMS1500 Search 

Á Voiding or Canceling 
a Prior Claim 

Á Rebilling Steps for 
PEFs ς Quick 
Reference table 

2.7 January 2023 Á Updated to include 
Accounts Receivable 
including: 

Á Accounts Receivable 
Listing 

Á AR Payment 

Á Accounts Receivable 
(AR Batch) ς 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).   

 

 



CMS User Guide  CDP, Inc. 

Introduction 
9 

3 Introduction  

3.1 Custom Data Processing Overview 

CƻǳƴŘŜŘ ƛƴ мфум ƛƴ [ŀDǊŀƴƎŜΣ LƭƭƛƴƻƛǎΣ /ǳǎǘƻƳ 5ŀǘŀ tǊƻŎŜǎǎƛƴƎ ό/5tύ ƛǎ ǘƘŜ ƴŀǘƛƻƴΩǎ ǇǊŜƳƛŜǊ ǇǊƻǾƛŘŜǊ 

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.  

/5tΩǎ ōǳǎƛƴŜǎǎ ƳƻŘŜƭ Ƙŀǎ ōŜŜƴ ǎǳŎŎŜǎǎŦǳƭƭȅ 

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 standardǎΣ /5tΩǎ ƘŜŀƭǘƘ ƳŀƴŀƎŜƳŜƴǘ ǎȅǎǘŜƳǎ ŀǊŜ 

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: 

Á Clinic Staff 

Á Customer support  

Á State program administrators 
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Note that 

throughout this 

document, the 

ǿƻǊŘǎ άǇŀǘƛŜƴǘέ 

ŀƴŘ άǇŀǊǘƛŎƛǇŀƴǘέ 

are used 

interchangeably. 

4 Getting Started 

4.1 Application Overview 

The Kentucky Clinic Management System is a comprehensive system that: 

Á Is a Web-based system that is integrated with WIC Directτthe online, WIC EBT solution 

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

reporting, billing, and management reports 

Á Has an appointment scheduling module 

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

Á Features a Growth Chart module that automatically plots measures 

Á Contains a WIC, automated risk assignment module 

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

WIC 

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

Á 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: 

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

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

Kentucky CMS System for each participant. 

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

PIN (personal identification number). 

Á  aƻƴǘƘƭȅ ŦƻƻŘ ōŜƴŜŦƛǘǎ ŀǊŜ ƛǎǎǳŜŘ ǘƻ ǘƘŜ ŎƭƛŜƴǘ ŀƴŘ ǇƻǎǘŜŘ ŜƭŜŎǘǊƻƴƛŎŀƭƭȅ ǘƻ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ 

account. 

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

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

Host interacts with the WIC EBT System to 

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

Á Provide authorized product lists 

Á Process online retailer purchase requests 

Lƴ ǘƘŜ ²L/ 5ƛǊŜŎǘ {ȅǎǘŜƳΣ ŜŀŎƘ ŦŀƳƛƭȅκƘƻǳǎŜƘƻƭŘ ƳŜƳōŜǊΩǎ ŦƻƻŘ ōŜƴŜŦƛǘǎ ŀǊŜ ŀƎƎǊŜƎŀǘŜŘ ƛƴǘƻ ŀ 

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. 

 

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

Á 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.  

Á 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 

 
±ƛŜǿ ŀ ǇŀǊǘƛŎƛǇŀƴǘΩǎ ²L/ .ŜƴŜŦƛǘǎ 

 
Cancel information and return to the previous page 

 
PǊƛƴǘ ŀ ŎŜǊǘƛŦƛŎŀǘŜ ƻŦ ŀ ǇŀǘƛŜƴǘΩǎ 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 ǇŀǘƛŜƴǘΩǎ benefits 

 
Add a new record 

 
Create a new household 

 



CMS User Guide  CDP, Inc. 

Getting Started 
18 

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 

Á 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 

Á 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 

Á 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  



CMS User Guide  CDP, Inc. 

Getting Started 
21 

Á 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 ƭƛǎǘΣ ƘƻƭŘ ǘƘŜ ά/ǘǊƭέ ōǳǘǘƻƴ 

on the keyboard and click multiple items.  

 

Example: 

 

 

Selecting Individuals 

Á 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.  

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

corresponding with that individual.  
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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  

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

 

Entering a Location 

Á ¢ƘŜ ŦƛƭǘŜǊ ƭŀōŜƭŜŘ ά/ƛǘȅκ {ǘŀǘŜκ ½ƛǇέ ǊŜǉǳƛǊŜǎ ƛƴŦƻǊƳŀǘƛƻƴ ŜƴǘŜǊŜŘ ƛƴ ŀ ǾŜǊȅ ǎǇŜŎƛŦƛŎ ŦƻǊƳŀǘΦ Lǘ 

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 

Á 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.  

 



CMS User Guide  CDP, Inc. 

Getting Started 
23 

 

Examples:  

 

 

 

Á 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 

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

browser window that pops up for the EBT {ȅǎǘŜƳΦ ¢Ƙƛǎ ƳŜŀƴǎ ǘƘŀǘ ŎƭƛŎƪƛƴƎ ǘƘŜ άōŀŎƪέ 

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. 

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

 

Á 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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Á 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.  

 

 

Á 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 

Á 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 pageΣ ǘƘŜ ŎǳǊǎƻǊ ƳƻǾŜŘ ƻǾŜǊ ά/5t 

aŀǊƪŜǘέΦ bƻǘŜ ǘƘŜ ƛŎƻƴǎ ǘƘŀǘ ŀǇǇŜŀǊŜŘΦ  
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Another instance where this occurs is on the EBT Users page.  

 

Lists of pages of results 

Á 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.  

Á 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.  

 

Á 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  

Á 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 άŦǘΦέ ƻǊ άƛƴΦέΣ Ƨǳǎǘ ŜƴǘŜǊ ǘƘŜ ƴǳƳŜǊƛŎ ƳŜŀǎǳǊŜƳŜƴǘΦ  

 

  

Á ¢ƘŜ ǇŜǊǎƻƴΩǎ ƳŜŀǎǳǊŜƳŜƴǘǎ ǎƘƻǿƴ ŀōƻǾŜ ǿƻǳƭŘ ōŜ р ŦŜŜǘΣ п ƛƴŎƘŜǎΦ ¢ƘŜȅ ǿƻǳƭŘ ǿŜƛƎƘ моф 
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: 

Á Searching for a household.  

Á 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).  

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

Household for more information.  

 

 

 
 
 

Á To go to the Member page ŎƻǊǊŜǎǇƻƴŘƛƴƎ ǘƻ ǘƘŜ ǇŀǘƛŜƴǘΩǎ 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. 

Á 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. 

Á The Visit Date will be auto-ŦƛƭƭŜŘ ǿƛǘƘ ǘƻŘŀȅΩǎ ŘŀǘŜΦ ! ŘƛŦŦŜǊŜƴǘ ŘŀǘŜ Ŏŀƴ ōŜ ǘȅǇŜŘ ƛƴǘƻ ǘƘŜ 

field. Once the Visit Date is entered, click . 

Á 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: aƻǘƘŜǊΩǎ ƴŀƳŜ όCƛǊǎǘΣ aƛŘŘƭŜΣ [ŀǎǘύΣ 

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). 

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

Á 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 

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

Assigned Codes table.  

Á To remove a race code left-ŎƭƛŎƪ ƻƴ ǘƘŜ άŀǎǎƛƎƴŜŘ ǊŀŎŜ ŎƻŘŜέ ǘƻ ōŜ ǊŜƳƻǾŜŘΣ ǘƘŜƴ ŎƭƛŎƪ. 

 

 

 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.  

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

completed. 

Á 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. 

Á Use the drop-Řƻǿƴ ƳŜƴǳǎ ǘƻ ǎŜƭŜŎǘ άȅŜǎέ ƻǊ άƴƻέΦ  
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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.  

 

 

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

buttons at the bottom of the page. 

 

 

 

 

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

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

 

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

 

Á 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. 
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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. 

 NOTEΥ CƻǊ ǘƘŜ ŜȄŀƳǇƭŜ ǎƘƻǿƴΣ ƛŦ ǘƘŜ ǇŀǘƛŜƴǘ ƳŀƪŜǎ ŀ Ŧǳƭƭ ǇŀȅƳŜƴǘΣ ŜƴǘŜǊ άутέ ƛƴ ǘƘŜ 

appropriate payment field. Dollar signs and decimals do not need to be entered. 
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2. Clicking Save ǿƛƭƭ ǎŀǾŜ ǘƻ ǘƘŜ ǇŀǘƛŜƴǘΩǎ !κwΦ 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 ŘƛǎǇƭŀȅǎ ŀ ƭƛǎǘ ƻŦ ǘƘŜ ǇŀǘƛŜƴǘΩǎ Ǉŀǎǘ ǾƛǎƛǘǎΦ 
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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 ǇŀǘƛŜƴǘΩǎ ŀŎŎƻǳƴǘ ǊŜceivable 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 

/ƻŘŜ ŦƻǊ ǘƘŜ ǎŜǊǾƛŎŜ ǘƻ ōŜ ǊŜōƛƭƭŜŘ ƛǎ Ψф ς LƴǎǳǊŀƴŎŜΩΣ ŀǎ ǎŜŜƴ ƻƴ ǘƘŜ t9C 9ƴǘǊȅΦ 

 
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. PatientΩǎ !ŎŎƻǳƴǘ bǳƳōŜǊ. 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 ð 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 

ƻƴŜύΣ ŀƴŘ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ǇǊƛƴǘ ƛǘ ƛŦ ȅƻǳ 

ŘƻƴΩt 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), ŀƴŘ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ǇǊƛƴǘ ƛǘ ƛŦ 

ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ŀ ƴŜǿ ƻƴŜΦ 

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 

ƴŜǿ ƻƴŜύΣ ŀƴŘ ȅƻǳ ŘƻƴΩǘ have to print it if 

ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ŀ ƴŜǿ t9C ƭŀōŜƭΦ 

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.  

Á 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. 

¢ƘŜ ǎŜŀǊŎƘ ŦƛƭǘŜǊ ŦƻǊ άCountyέ 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.  

Á Select a county from the drop-down menu.  

 

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

ŜƴǘŜǊƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ǊŜǎǳƭǘ ƛƴ ŀƴ ŜǊǊƻǊ ƳŜǎǎŀƎŜ ǘƘŀǘ ǊŜŀŘǎ άMust enter a search criterion to do a 

searchέΦ 

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 

ƳŜǎǎŀƎŜ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΣ άHousehold does not existέΦ 

From the Household page, there are three options: 

Á View members and information for an existing household. 

Á Edit an existing household. 

Á 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 #. 

 

Á 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 

ŀǎ ŀ ǿƘƻƭŜΦ /ƘŀƴƎƛƴƎ ǘƘŜ ƘƻǳǎŜƘƻƭŘ bŀƳŜ ŘƻŜǎ ƴƻǘ ŎƘŀƴƎŜ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ƳŜƳōŜǊΩǎ ƴŀƳŜΦ  

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

Patient Search) 
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Á To view the HouseholdΩǎ 9.¢ !ŎŎƻǳƴǘΣ ŎƭƛŎƪ ǿƘƛŎƘ ƛǎ ƭƛƴƪŜŘ ǘƻ ǘƘŜ IƻǳǎŜƘƻƭŘΩǎ 

Account Details page in the EBT System. 

Á ¢ƻ ǾƛŜǿ ǘƘŜ IƻǳǎŜƘƻƭŘΩǎ ²L/ LƴǉǳƛǊȅ wŜǇƻǊǘΣ ŎƭƛŎƪ. A separate window will 

pop up and displŀȅ ǘƘŜ ƘƻǳǎŜƘƻƭŘΩǎ ²L/ ƛƴŦƻǊƳŀǘƛƻƴ ŘƛǾƛŘŜŘ ƛƴǘƻ ǎŜŎǘƛƻƴǎ ŦƻǊ ŜŀŎƘ 

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

Á 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 ŀ ǇŀǘƛŜƴǘΩǎ ŎƘŀǊǘΦ 

 

 

Responsible Party  

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

wŜǎǇƻƴǎƛōƭŜ tŀǊǘȅΩǎ bŀƳŜΣ !ŘŘǊŜǎǎΣ ŀƴŘ /ƛǘȅκ{ǘŀǘŜκ½ƛǇΦ 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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Á 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.  

Á To save any changes made, click . 

6.1.2 Delete Member  

Á To delete a member, select the ƴŜȄǘ ǘƻ ǘƘŜ aŜƳōŜǊΩǎ ƴŀƳŜΣ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ. 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. 

Á 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.  

Á /ƘŜŎƪƛƴƎ ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ ŀ ƳŜƳōŜǊΩǎ tŀǘƛŜƴǘ І ǿƛƭƭ ƻǇŜƴ ǳǇ ǘhe fields to enter or edit the 

ƳŜƳōŜǊΩǎ !ŘƧǳƴŎǘ 9ƭƛƎƛōƛƭƛǘȅ ŀƴŘ ǇǊƻƻŦǎΦ  

 

 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.  

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

ƳŜƳōŜǊǎ ƻŦ ǘƘŜ ƘƻǳǎŜƘƻƭŘǎΩ ƛƴŦƻǊƳŀǘƛƻƴ ŀǘ ƻƴŎŜΦ  
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Á Under the Income Assessment panel, use the calendar icon or manually enter the Current 

!ǎǎŜǎǎƳŜƴǘ 5ŀǘŜ ό¢ƻŘŀȅΩǎ ŘŀǘŜ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ōŜ ŦƛƭƭŜŘ 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. 

Á 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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Á 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. 

 

Á 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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Á 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) 

Á 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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Á 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. 

 

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

Á 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. 

 

 

 

 

 

 

 

Á 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. 

Á The message will be displayed in the PIN field. 
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Á 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) 

Á 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.  

 

Á 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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Á 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. 

bƻǘŜ ǘƘŜ άbƻ ŎŀǊŘƘƻƭŘŜǊǎ ŦƻǳƴŘ ŦƻǊ ǘƘŜ ŀŎŎƻǳƴǘέ ƳŜǎǎŀƎŜΦ  /ƭƛŎƪ ǘƘŜ  button. 

 

Á 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 

Á 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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Á 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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Á Use the drop-down menus to select the Clinic and Identification type. 

Enter the issue date.  

Á 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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Á 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 ƴŜȄǘ ǘƻ ǘƘŜ aŜƳōŜǊΩǎ 

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 ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ŎǳǊǊŜƴǘ Ŏƻǳƴǘȅ ŀƴŘ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ 

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

Á 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 . 

¢ƘŜ ǇŀǘƛŜƴǘΩǎ ƴŜǿ ƘƻǳǎŜƘƻƭŘ aŜƳōŜǊ 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  ƛƴ ǘƘŜ ά/ǊŜŀǘŜ 

LabŜƭǎέ ǿƛƴŘƻǿ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ aŜƳōŜǊǎ 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. 

Á To edit an existing household, click the Edit iconnext 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.  

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

new information. 

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

Á 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.  

 

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

type new information.  

Á To add a Responsible Party, click Φ ¢ȅǇŜ ǘƘŜ wŜǎǇƻƴǎƛōƭŜ tŀǊǘȅΩǎ First Name, MI 

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

 

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

type new information.  

Á To add an Emergency Name, click Φ ¢ȅǇŜ ǘƘŜ ŎƻƴǘŀŎǘΩǎ Name and Phone Number.  

Primary Insurance Company 

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

 

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

type new information.  

Á To add a Primary Insurance Company, click Φ ¢ȅǇŜ ǘƘŜ LƴǎǳǊŀƴŎŜ /ƻƳǇŀƴȅΩǎ 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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Á To edit a previous entry, highlight the information with the cursor, delete the entry, and 

type new information.  

Á To add a Supplemental Insurance Company, click Φ ¢ȅǇŜ ǘƘŜ LƴǎǳǊŀƴŎŜ /ƻƳǇŀƴȅΩǎ 

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

Medical Home 

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

 

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

type new information.  

Á 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: 

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

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

Á 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 

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

ƳŜƳōŜǊΩǎ ƴŀƳŜ ŀƴŘ ŎƭƛŎƪ  

Á  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 

wŜǎǇƻƴǎƛōƭŜ tŀǊǘȅΩǎ 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

Φ 9ƴǘŜǊ ǘƘŜ ŎƻƴǘŀŎǘΩǎ 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 Φ 9ƴǘŜǊ ǘƘŜ LƴǎǳǊŀƴŎŜ /ƻƳǇŀƴȅΩǎ 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 Φ 9ƴǘŜǊ ǘƘŜ /ƻƳǇŀƴȅΩǎ 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.  

 

Á 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 

ƳŜƳōŜǊΩǎ ƴŀƳŜΣ ŀƴŘ ŎƭƛŎƪ.  

 

The Patient Menu page will be displayed.  

 

 

 

 

 

 

 

 

 



CMS User Guide  CDP, Inc. 

Patient Menu Functions 
91 

 

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

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

Batch Number ς 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 ς 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 ς 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 ς 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 ς 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 ς 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 ς 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 

ƛƴŦƻǊƳŀǘƛƻƴΣ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ōƛǊǘƘ ǊŜŎƻǊŘΣ ŀƴŘ ŀ ƎǊƛŘ ŎƻƴǘŀƛƴƛƴƎ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ƘƛǎǘƻǊȅ ƻŦ ƳŜŀǎǳǊŜǎ ŀƴŘ 

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. 
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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. 

¢ƘŜ tŀǘƛŜƴǘΩǎ .ƛǊǘƘ wŜŎƻǊŘ ǇŀƴŜƭ ŘƛǎǇƭŀȅǎΥ [ŜƴƎǘƘΣ ²ŜƛƎƘǘΣ DŜǎǘŀǘƛƻƴŀƭ !ƎŜΣ ŀƴŘ aƻǘƘŜǊ ŀƴŘ CŀǘƘŜǊΩǎ 

Height, Weight, and BMI.  

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

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

Á 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: ¢ƘŜ ǇŀǘƛŜƴǘΩǎ .aL ǿƛƭƭ ōŜ ŀǳǘƻ-calculated after measures have been entered. 

 

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

Hemoglobin- Non-invasive (grams/deciliters), Hemoglobin ς 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  

Á ¢ƻ ŎŀƭŎǳƭŀǘŜ ŀ ǇŀǘƛŜƴǘΩǎ Body Mass Index ό.aLύΣ ǘȅǇŜ ǘƘŜ ǇŀǘƛŜƴǘΩǎ 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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Á 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.  

Á 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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Á To select a different chart (Weight, Head Circumfrence, or Weight for Length, click one of 

ǘƘŜ ŎƘŀǊǘǎ ƛƴ ǘƘŜ ά±ƛŜǿ ƻǊ tǊƛƴǘ /ƘŀǊǘǎέ ǇŀƴŜƭΦ  

OR 

Á Use the arrow buttons to change charts.  
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Below is an example of a Weight (0-24 months) chart. 

 

 

 

 

 

 

 



CMS User Guide  CDP, Inc. 

Patient Menu Functions 
113 

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 
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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. 
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7.3.5.1 Cert/Recert Status Selection 

 

Á 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 ƻƴ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ƳŜŀǎǳǊŜǎ ŀƴŘ 

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. 

Á 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 ñNo Risks Assigned cannot be checked if Risks are assignedò will be returned. 
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Á 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.   

Á 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.  

 

Á 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 .   

Á 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. {ŜƭŜŎǘ ŀ ǊŜŀǎƻƴ ŦƻǊ Ǿƛǎƛǘ ά²L/-a/I!έ 

c. {ŜƭŜŎǘ ά{ŀǾŜ ŀƴŘ tŀǘƛŜƴǘ aŜƴǳέ 

 

Steps for Certifying Health Professional 

1. Go to άIƻǳǎŜƘƻƭŘ {ŜŀǊŎƘέ 

2. ¢ȅǇŜ ƛƴ άIƻǳǎŜƘƻƭŘ Іέ 

3.  Dƻ ǘƻ άtŀǘƛŜƴǘ aŜƴǳέ ŦƻǊ ǎŜƭŜŎǘŜŘ ǇŀǘƛŜƴǘ 

4.  {ŜƭŜŎǘ άaŜŀǎǳǊŜǎκ.ƭƻƻŘǿƻǊƪ IƛǎǘƻǊȅέ 

5. {ŜƭŜŎǘ άbŜǿ aŜŀǎǳǊŜǎκ.ƭƻƻŘǿƻǊƪέ  

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

7. /ƭƛŎƪ ά{ŀǾŜέ 

8. Print growth charts 

9. /ƭƛŎƪ άtŀǘƛŜƴǘ aŜƴǳέ  

10. /ƭƛŎƪ άIƛǎǘƻǊȅέ ōǳǘǘƻƴ  

11. {ŜƭŜŎǘ ǘƘŜ άŜŘƛǘέ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ Ƴƻǎǘ ǊŜŎŜƴǘ /ŜǊǘκwŜŎŜǊǘ 

12. {ŎǊƻƭƭ Řƻǿƴ ǘƻ ά²L/ /ŜǊǘƛŦƛŎŀǘƛƻƴ-wƛǎƪέ ŀƴŘ ǾŜǊƛŦȅ Ǌƛǎƪǎ ǎǘƛƭƭ ŀǇǇƭȅ 

13. {ŜƭŜŎǘ ά9Řƛǘ wŜŎƻǊŘέ ǘƻ ǳǇŘŀǘŜ bǳǘǊƛǘƛƻƴ wƛǎƪ /ƻŘŜ Assignment 

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

WIC 75) 
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15. .ŜƎƛƴ ά/ƻƳƳŜƴǘǎέ ǎŜŎǘƛƻƴ ǿƛǘƘ άa/I! Ǿƛǎƛǘέ ŀƴŘ ǎǳƳƳŀǊƛȊŜ ŎƻǳƴǎŜƭƛƴƎ 

 

16. .ŜƎƛƴ άtƭŀƴέ ǎŜŎǘƛƻƴ ǿƛǘƘ άa/-b9ttέ 

17. /ƭƛŎƪ ά{ŀǾŜ ŀƴŘ CƻƻŘ tŀŎƪŀƎŜέ 

муΦ    /ƭƛŎƪ ά{ŀǾŜ ŀƴŘ ²L/ трέ 

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 

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

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

 

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

 
Example:  

 

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

must be completed. 

Á 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 Ƙŀǎ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ŜƴǘŜǊ ŎƻƳƳŜƴǘǎ ŀōƻǳǘ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ŦƻƻŘ 

package. 

 

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

Á 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. 

wŜǇƭŀŎŜ .ŜƴŜŦƛǘǎ ƛǎ ǳǎŜŘ ǘƻ ǊŜǇƭŀŎŜ ŀ ǇŀǘƛŜƴǘΩǎ ŜȄƛǎǘƛƴƎ ŦƻƻŘ ǇŀŎƪŀƎŜΦ 

 

 

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. 

Á Select the next to the month for which benefits are being voided.  




























































































































































