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Chapter 10: Vendor Management

Section 2: Farm Direct Nutrition Program
(Farmers’ Market)

Lesson: Using the Farmers’ Market Administration

Screen

Objectives:

Upon completion of this lesson the user will be able to:

o set the agency’s maximum family benefit;

o verify the agency’s (or clinic’s) receipt of stock from the State at the
start of the Farmers’ Market season;

. void unissued Farmers’ Market stock; and

. transfer stock between clinics or back to the State.

Oregon Policies:

< 1100 Farm Direct Nutrition Program: Local Program
Responsibilities

Overview:

Use the Farmers’ Market Administration screen to help get your agency ready
for the season: you will verify that your agency or clinic has received the
coupon stock that the State indicates on your packing list. You will then use
this screen to assign stock to the appropriate clinics in order for the stock to be
available to issue. Also use this screen to void unissued coupon stock (e.g.
stock that arrives damaged from the printer or stock that is stolen), and to set
the agency’s maximum family benefit. (“Family maximum” is the maximum
dollar amount in Farmers’ Market coupons that can be issued to a family with
Farmers’ Market-eligible members).

Instruction:

Using the Farmers’ Market Administration Screen

The starting point for this section is:
Vendor Management + Farmers’ Market + Administration
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{ Wendor Management - [VM5005 - Farmers Market Administration] - ﬂ
File  Edit Help

e @E »+BBRE

|Selettinn |

Coupon Year:

|Agenty Stock |

| Start Coupon | End Coupon |Quantity | Statu5| Sent Date | Sent By | ‘erified Date | ‘erified By 2

fgency: Harney CHD ‘

3 136 154 19 avAIL  P2/17/2005 Eecrouser pzf17 /2005 Ecrouser
200 300 101 |AvaIL 21172005 EEcrauser [zf17 /2005 ECrauser
Transfer Stock
346 399 54 AVAIL 211712005 ECrouser /17 /2005 ECrouser
445 500 56 [wAIL  z/17/2005 Ecrouser pzf17/z005 Ecrouser Werify Stock
31001 32900 1900 |mvAIL 3312005 fEcrouser [13131/2005 ECrouser Yoid Stack
32901 33000 100 pOID 3/31/2005 fEcrouser
Clinic: Harney Health Dept. ‘
[ 501 | 514 14pvAIL  P2f17/2005  [ecrouser pei7fz00s forouser
=
IStock History |
| Source Agency/Clinic | Destination Agency/Clinic | Status ‘ Start Coupon | End Coupan | Quantity |Transfer Date |
P |Print Shop Harney cHD JEw | 1] 500 | 500 [p2/17/2005 [

Categories "§t‘;a“té“ﬂ§$i“§§ﬁéf‘it"s"E Agency Max Benefits Prink |

14:02:27PH 31-Mar—2005 H, 2008 02:02:27 P | ectest | Harmey CHD

Figure 1. “FM Administration” Screen

The window is divided into three sections:

. The top part of the window is titled “ Selection.” The
Coupon Year defaults to the current year, but you could also
choose from previous years if you want to see stock history
from any particular year. For example, you may want to see
how many coupons a certain clinic was allocated last year.

o The middle part of the window is titled “ Agency Stock” and
displays the location and status of the entire stock range
assigned to a local agency. TWIST will display a row for
every change in stock status which will include the following

information:

o “Start Coupon”: The first number of the listed stock
range.

. “End Coupon”: The last number of the listed stock
range.

. “Quantity”: The amount of stock in the listed range.

J “Status”: The status of the listed stock range.

. “Transfer Date”: The date the listed stock range was

transferred from the originating location to the
agency/clinic listed.
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“Transferred By”: The staff ID of the person who
completed the transfer.

“Verified Date”: The date the listed stock range was
verified as received by the agency/clinic listed.
“Verified By”: The staff ID of the person who
completed the receipt verification.

o The bottom part of the window is titled “ Stock History” and
provides additional detail for any row selected in “Agency
Stock.” TWIST displays, in descending chronological order,
the original distribution of the stock and stock that has been
transferred to or voided at that particular location.

“Source Agency/Clinic”: The originating location
of the listed stock range.

“Destination Agency/Clinic”: The ending location
of the listed stock range.

“Status”: The status of the listed stock range.

“Start Coupon”: The first number of the listed stock
range.

“End Coupon”: The last number of the listed stock
range.

“Quantity”: The amount of stock in the range listed.
“Transfer Date”: The date the stock was transferred
from the Source Agency/Clinic to the Destination
Agency/Clinic.

( See Job Aid on “Farmers’ Market Administration - Stock
Statuses” for mare information:

+ NOTE: “Categories,” “ State Max Benefits,” “ Transfer Stock,”
“Verify Stock” and “Void Stock” will be covered later in the lesson.

+ NOTE: “New Stock” and “Expired Stock” are State-only functions, so
these buttons will be grayed-out to local agency users.

Verify Receipt of Stock from the State

The State will mail the assigned coupon stock and corresponding coupon
registers either to the local agency or the clinic(s) specified by the local
agency, and the State will record the ranges and their destination in TWIST.
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The local agency and/or clinic(s) must then verify the receipt of the coupon

stock physically and in TWIST.

8 =8| x|
B+ - @& ¥ Mm@
|Selettinn |
Coupon Year: [2005 all agencies?: |7 Al @ Single  agency: [Harney CHD |
|Agenty Stock |
| Start Coupon | End Coupon | Quantity | Status | Sent Date | Sent By | ‘erified Date | ‘erified By | 2
Agency: Harney CHD | VM527S - Verify Stock 4
136 154 19 AWAIL - 2005 ECrouser
200 00 101 AL erify Coupon Stock 2005
perouser Transfer Stock
346 399 54 pAIL Coupon Year: | 2005 | fz005 ECrouser
m Werify Stock
445 500 56 JAVAIL Start Coupon: ’w 2005 ECrouser LTy
» 30001 33000 3000 BENT woid Stock

End Coupon: 33000
linic; Harney Health Dept. ‘
| 501 514 14 [AVATL Quantity: 000 | 12005 Berouser

| 545 | 700 | 156 FEMT Verify Date: |  03/31/2005] \

|stock History | Venfy[: | Cancel |

1=

| Source Agency/Clinic | Destination Agency/Clinic | Status ‘ Start Coupon | End Coupan | Quantity |Transfer Date |
P |Print Shop Harney cHD JEw | 30001 | 33000 [ 3000 [p3/31/2005
Categories State Max Benefits Agency Max Benefits Prink
13:53:24PK 31-Mar—2005 H, 2005 01:53:24 P | Ed Crauser | Harmey CHD

Figure 2: “Verify Stock” Pop-up

Mew Stock
Expire Skock

Click on the row for which you are verifying receipt of stock

under “Agency Stock.”
Click on “Verify Stock” button.

. “Verify Date” defaults to today’s date.

. It is important before you complete the screen to physically
verify that you have the stock indicated on the screen. If you
do not for whatever reason, please contact the State Farmers’

Market Coordinator before proceeding.

Click on “Verify.”

Under “Agency Stock” for that particular range of stock TWIST
captures the staff’s initials and changes the status of that range of stock

from “Sent” to “Available.”
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. “Verified Date” fields are updated for the stock range.

o “Verified By” is auto-filled with the staff ID.
. “Status” is updated from “ Sent” to “Available.” (see Job
Aid)

Void Stock

Use the Farmers’ Market Administration Screen to void stock that has not yet
been issued to clients.

Example: Of 3,000 coupons that the State sent to the local agency, one
hundred coupons numbered 32901-33000 arrive damaged.

1. Click on “Void Stock” button.

8 =8| x|
e @& &%
|Selettinn |
Coupon Year: [2005 All agencies?: | Al * Single ~ Agency: [Harney CHD "
|Agenty Stock |
| Start Coupon | End Coupon | YM5275 - Void Stock ES| d By =
Available Stock
Agency: Harney CHD Stark Coupon End Coupon | Quankity ‘ Status | d
» 136 154
20 e Aﬁen\cw Hamezoco"ol? [ 33000 | lsooo [ AVAIL Transfer Stack
L ransfer Stod
346 399 J —
445 S00 Clinic: Harney Health Dept, | — Verify Stock
30001 =om | | I I void Stack
— [ 545 | 700 156 AVAIL
Clinic; Harney Health Dept, — =
[ 501 | 514
= e —
J‘ | Begin Coupon Mumber: 32901 j
IStock History End Coupon Mumber: 33000
| Source Agency/Clinic | Transfer Date
Ok E C | Mew Stock
» [Prive shor ba ) acel_| 217 /2005 =
Expire Skock
Categories State Max Benefits Agency Max Benefits Prink |
13:56:32PK 31-Mar—2005 H, 2005 01:56:31 P | Ed Crauser | Harmey CHD

Figure 3: “Void Stock” Pop-up

. The “Void Stock” pop-up will display all rows under
“Available Stock.”

2. Click on the row that includes the range of stock you need
to void under “Agency Stock.”
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3. Enter Begin Coupon Number and End Coupon Number of
the stock you need to void.

4. Click “OK.”

i Vendor Management - [VM5005 - Farmers Market Administration] - ﬁ
File Edit Help
e = DX | b EBR S
[Selection |
Coupon Year: All Agencies?: [C Al @ Single  Agency: [Harney CHD [-]
hgency Stock |
| Start Coupon | End Coupon | Quantiky | Status | Sent Date | Sent By | ‘erified Date | Werified By | =
Agency: Harney CHD |
136 154 19 |avaIL 2/ 1712005 ECrouser 2/ 1712005 frouser
200 300 101 favaIL 21712005 ECrauser 21712005 Ecrouser
Transfer Stock
346 399 S AYAIL 2{1 712005 Ecrouser 2{1 712005 Ecrouser
345 500 o6 [WAIL  |i2/17/2005  fcrouser Z/17/2005 Eerouser Werify Stock
30001 32900 Z000 AYATL 551 /2005 ECrouser 551 /2005 rrouser Yoid Stock
» 32501 33000 100 pCID 3/31/2005 ECrouser
Clinic: Harney Health Dept,
( 501 | 514] 14 fpwall  p2/17/2005 Ferouser pz}17iz008 Perouser
=
btock History |
Source AgencyiClinic | Destination Agency/Clinic | Status | Start Coupon | End Coupon | Guantity | Transfer Date |
Mew Stock
P |Harney cHO Rarney cHo for | 32901 | 33000 | 100 3/31/2005
[rint Shop Farmey cro FEW | 30001[ 39000 3000 p3/31/2005 Espiigistods
Categories | State Max Benefits | Agency Max Benefits | Prink |
13:57:52PH 31-Mar—2z005 H, 2005015751 PM |Ed Crouser | Hamey CHD

Figure 4: “FM Administration” Screen after Void

. Under “Agency Stock” the status of the stock is updated to
indicate the voided stock.

Transfer Stock

Local agencies MUST transfer (i.e. distribute) stock to the clinic level in order
for the stock to be available to issue, and will use the “Transfer Stock”
function to do so. The clinic(s) must then verify their receipt of the stock
from the local agency. Transfer of stock to another local agency is NOT an
option. Local agencies also have the option to return unissued coupon stock
back to the State for re-distribution, and will also use the “Transfer Stock”
function to do so. See policy 8.0, “Unissued Coupons” in ¢ 1100 Farm Direct
Nutrition Program: Local Program Responsibilities.

Example: Transfer of 1,000 coupons from main agency to another clinic
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within the agency.

Click on “Transfer Stock” button.

L =18] x|
e @F L@ S
[Selection |
Coupon Year: all Agencies?; | Al Singlz  Agency: |Harney CHD -1

VYM5255 - Transfer Stock

[agency stock R
| el EEEE | EEET | Start Coupon End Coupon | Quankity ‘ Skatus | ﬂ p ey
Agency: Harney CHD Agency: Harmey CHOD | —
1 et 30001 | 32900 | 200[  AVAL —
el 20 Clinic: Harney Health Dept, | — etz Sl
S 3% [ 501 | 514 &[] AvAL — T
i 2l [ 545 | 700 | 156 | AVAIL I i
3 30001 3egon)  — = Yoid Stack
32001 33000 _
-

linic; Harney Health Dept.

4

From Location: |Harney CHD

01 S14
J‘ | Begin Coupon Mumber: 30001
IStock History End Coupan Mumber: 31000

| Source Agency/Clinic | To Loeation: |PiGUtE Reservation |'| Transfer Date
New Stock
P [Print Shop fa fiarz1/2008 g
[o]4 Cancel ‘ Expire Stock

1=

Categories | State Max Benefits | Agency Max Benefits | Prink |

13 59:05PM 31-Mar—2005 !1.2005 01:59:04 P | Ed Crouser | Hameyp CHD devll Ak

Figure 5: “Transfer Stock” Pop-up

Click on the row that includes the range of stock you need
to transfer under “Agency Stock.”

Select originating location of the stock from “From
Location” drop-down menu.

Enter Begin Coupon Number and End Coupon Number of
the range you need to transfer.

Select destination of the stock from “To Location” drop-
down menu.

Click “OK.”
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i Yendor Management - [YM5005 - Farmers M arket Administration] _ =] x|
File Edit Help
g DE | L RBE S
[Selection |
Coupon Year: H
|Agency Stock |
‘ Start Coupon ‘ End Coupon ‘ Quantity | Status | Sent Date | Sent By | werified Date | werified By ‘ |
Clinic: Harney Health Dept, |
“ 545 | 70 | 156 EVAIL pziiziznng frrouser fiafat fzons frrouser
33001 34000 1000 EENT 5/31/2005
Jl | | P (el k[muser | Transfer Stock.
Clinic: Piauke Reservation | p
Werify Stock
M| 30041 | 31000 960 EVAIL paatjzons ferouser paratjzoos ferouser
toid Stock
IStock History
Source Agency,/Clinic | Destination AgencyfClinic | Status | Start Coupon | End Coupon | Quantity | Transfer Date |
b Herney cHD Piaute Reservation frER | 30001 | F1000 | 1000 1331 {2005 g
Print Shop Rarrey CHD JuEw 30001 | 33000[ 3000 P3/31/2005 |_Ecprosizc |
[% Categories | State Max Benefits | fgency Max Benefits | Print |
14 47 34PM 31-Har—2005 H, 2005 02:42:34 P | edtest | Hamey CHD test

Figure 6: “FM Administration” Screen After Transfer

. Clinics that receive transferred stock must remember to verify
the stock in order for the stock to be available to issue.
. Clinics will not be able to issue coupons from stock that is

outside of their assigned range. If they try to do so, TWIST
will generate a message that states “Coupon Outside of Clinic
Range.” See Farmers’ Market Issuance Lesson for more
detailed information on how to issue coupons.

Set Agency Maximum Family Benefit

The starting point for this section is:
Vendor Management + Farmers’ Market + Administration

Local agencies are required to enter into TWIST an agency maximum family
benefit, which is the maximum dollar amount in Farm Direct coupons that can
be issued to a family with FDNP-eligible members and is applied to all
families. You have the option to set your agency’s own maximum family
benefit as long as it does not exceed the maximum family benefit set by the
State. Otherwise, you must enter the max benefit set by the State. The
maximum is good for the current year only.
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1. Click on “State Max Benefits” button to view the State
maximum family benefit.

8 =&
s B@E b =]
|SEIE(tinn |
Coupon Year: n
P\gen(y Stock |
‘ Start Coupon ‘ End Coupon ‘Quantity | Statusl Sent Date Sent By | VYerified Date | Yerified By =
¥M5205 - Max Benefits. Coupon Year 2| ﬁ
Agency: Hatney CHD
» 136 154 ,7 Max Benefits Crouser
232 222; Max Benefit: 440 ({per Family) E:Zzz:: Transfer Stock.
35 SDUI_ Standard Benefit: $20 (per participant) e M
31001 7] Coupon Yalue; $2  (per coupon) crouser vioid Stack
32901 SSUDUI_ Counk: 10 (coupons per participant)
Emc: Harney Health Dept., El Start Date: | 01/02/2005
1 E| 54 FMEnd Date: [ L2{31/2005 lorouser
=
|5tock History ‘
‘ Source Agency/Clinic | Deestil - - oK I:II Cancel 1 liantity |Transfer Date |
uPrint Shop Parney cHo Jugw 1] 500 500 [iz/17/2005 g
Categories State Max Benefits Agency Max Benefits Print |
14:04:08PH 31-Har—200GC . 200502:0407 P | edtest | Hamey CHD devll /
Figure 7. State “Max Benefits” Pop-up
. “Max Benefit” is the statewide maximum dollar amount in
Farmers’ Market coupons that can be issued to a family with
Farmers’ Market-eligible members.
. “Standard Benefit” is the exact dollar amount in Farmers’
Market coupons that can be issued to each participant.
o “Coupon Value” is the value of each Farmers’ Market
coupon.
. “Count” is the exact number of coupons that will be issued to
each participant.
. “FM Start Date” for the current Farmers’ Market year.
. “FM End Date” for the current Farmers’ Market year.

2. Click “OK.”

3. Click on “Agency Max Benefits” button.
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il =18 x|
[ DR | BB E
[selection ]
Coupon Year: |2005 n
P\gen(y Stock |
‘ Start Coupan ‘ End Coupon | owantity | statis | Sentpare | Gentre | nate | verified By -
VM5215 - Agency Max Benefits x|
Agency: Hatney CHD
» 136 154 [LRgency Max Benefits —
Z00 300 Max Family
=0 B Agency Benefit — Transfer Stock
5 |Harney CHD |v| | Bl I §
445 500 Wertify Stock
31001 37900 vioid Stock
32901 33000
Clinic; Harney Health Dept,
I 501 | 514
Q 1=
|5tock History
‘ Source Agency/Clinic | | oK e ‘ Transfer Date |
P [print shop Parney cHo JuEw | 1] 500 500 [iz/17/2005 g
Categories State Max Benefits Agency Max Benefits Print |

14:04:42PH 31-Har—2005 1.2005 020441 PM

Figure 8: “Agency Max Benefits” Po

devll

_up s

| Hamey CHD

| edtest

Enter your Agency’s “Max Family Benefit” in increments

that match the standard individual benefit amount (e.g. $20,

$40, etc.)

5. Click “OK.”

XTips and Shortcuts:

. Use the Print button to generate a report that lists the “Agency
Stock” information for the entire agency.
. Click on the Categories button to view the WIC categories that the

State WIC office selected to be eligible to receive Farmers’ Market

coupons.

NNotes:
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Chapter 10: Vendor Management
Section 2: Farm Direct Nutrition Program
(Farmers’ Market)

Lesson: Answering Questions

Objectives:

Upon completion of this lesson the user will be able to:

. Interpret the Farmers’ Market Issuance screen to check a client’s
eligibility;

. Interpret the Family Issuance Details pop-up and answer questions
related to a specific client and his/her family;

o Interpret the Farmers’ Market Look-up screen and answer gquestions

related to issued coupons.
Oregon Policies:

< 1100 Farm Direct Nutrition Program: Local Program
Responsibilities

Overview:

Clients will have questions regarding their participation in the Farm Direct
Nutrition Program that can range from whether or not they are eligible to
participate to whether or not their family can receive more coupons. This
lesson describes the different screens that can help answer clients’ questions.
Instruction:

Checking a Client’s Eligibility

The starting point for this section is:
Client Processes + Farmers’ Market + Issuance
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: Client Processes - [¥M6505 - Farmers Market Issuance] - 7] x|

File Edit Help
B — =E 0% | & B2R
[lssuance ]
Beginning Ending Coupon Books
Orientation Coupon Coupon Received
WIC ID Issue Date Given Number Number Client Name Participant Family
LA [ETERELS - [ I [ [
L3
Delete Incomplete Rows |
14:05:59FM 31-Mar—2005 H, 2005 020558 PM | edtest | Hamey CHD e
Figure 1: “Farmers’ Market Issuance” Screen
1. Enter the client’s WIC ID number, or retrieve the client via

Client Master.

2. Tab from the WIC ID field.
If the client is ineligible you will receive an ineligibility message.

ol 18] x|

B = = @F fEBEE

[Fssuance ]

Beginning Ending Coupon Books
Orientation Coupon  Coupon Received
WICID  IssueDate Given  Number Number Client Name Participant Family
P |[o0947E7z-01 [0331/2005 M [ [ Havik, Hew [

YMES0S - Farmers Market lssuance : Msg B - 2373 [<]

Clisnt 0094787201, Hawk. Mew is nat eligible for coupons because they have alieady
1eceived the State maximum. Femove this client?

Eamily Issuance Details | _Delete Incomplete Rows |

14:31:21PM 21-Mar—2005 f1.2005 02:31:20 PM | edtest | Hamey CHD

Figure 2: “Farmers’ Market Issuance” InellglbllltyMessage
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Using the Family Issuance Details Pop-Up

The Family Issuance Pop-up provides coupon issuance details about a specific
client’s family.

1.

Access the Farmers’ Market Issuance screen via Group
Education Classes, Enrollment & Intake, or Certification.

B =l ]

o= =E <0F &BRBHE

|Issuance ]
VMEE0 - Family Issuance Details upon Books

Ori - Coupon Year | Received
WIC ID Issue Date ipant Family

uﬁﬂg‘t?E?Z-Dl 03/31/2005 | B

|Family Issuance Details - Displays saved details unlyl

Coupan humber Issue Date Status

awk, New - 00947572-01 |
30021 [ 03312005  [ISSUED
30022 03f31/2005  [ISSUED
30023 03312005  [ISSUED
30024 [ 03{31/2005  [ISSUED
30025 [ 0331/2005  [ISSUED
30026 [ 03312005  [ISSUED
30027 [ 03f31/2005  [ISSUED
30028 [ 03f31/2005 [ISSUED
30029 [ 03312005  [ISSUED
30030 [ 03f31/2005  [ISSUED

T

w

Close

Farily Issuar<g Details | Delete Incomplete Rows |
L

14-33:-43PH 31-Har—2005 H, 2005 02:33:42 P | edtest | Hamey CHD

Figure 3: “Family Issuance Details”

Retrieve a client by entering their WIC ID number or via
Client Master (if the Farmers’ Market Issuance screen is not
already populated).

Select the row showing the client in question.
Click on “Family Issuance Details” button.

. The pop-up displays in numerical order the coupons issued to
every member of the client’s family, by family member, as
well as the status of the coupon.

. The pop-up defaults to information for the current year but you
may select from previous years if needed.
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. The pop-up displays only previously saved data. The
“Coupon Books Received” columns for a specific client
on the Farmers’ Market Issuance Screen may not match the
information captured in the Family Issuance Details pop-up
since those columns also reflect what you are about to issue.

5. Click on “Close.”

Using the View Client Status Screen

The starting point for this section is:

Client Processes + Lookup + View Client Status

You can also access the “Family Issuance Details” screen via the “ View

Client Status” screen.

1. Retrieve the client in question.
H 113 ) ”
2. Click on “Farmers’ Market” button.
“ 1 1 ” H H
. The “Family Issuance Details” pop-up is displayed.
it | =1=] %
0 = @R F BB
[selection ]
WIC ID: i0947872-01  Name: Hav (IR L RSTFEEDING, 6-11 M Tr.TyperD
[Coupon Year ]
(Status s [ —
Guardian ! LT ORE MONTH
Address Tvpe ; FMLS ‘Family Issuance Details - Displays saved details unlyl |
Address Coupon Mumber Issue Date Skatus |
Proof Elig. Pending : [
Date Address Changed: [05/0sjz00z | Hawk, Mew - 0094787201
Phone umber: [ [ 30021 [ 0331/2005  [ISSUED —
[ 3002z [ 0331/2005  [ISSUED
[ 30023 [ 03(31/2005  [[SSUED
! [ 30024 [ 03/31/z2005  [ISSUED: — =
[FI Information [ | 30025 03(31/2005  [ISSLUED
F1 Date [ 30026 [ 03/31/2005  [ISSLED Date Date
Ho. Issued [ 30027 [ 03/31/2005  [SSUED Remailed | Redesmed
_ | teooafppsrzonz 1zsEdces | 30028 | 03/31/2005  [lSSUED jpojoofooon  foojoo/o000
] 12010 [‘5194‘2002 12:5 EdCrou: [ 30029 | 03/31/2005  [SSUED |pojoofoooo— jpojoofooon
|7 tzo11 erzn0z 125 Facrow: :| 30030 | 03/31/2005  [lSSUED jpojoofooon  foojoo/ooo0
2l
Close
Farmers Market Cert History |
1427 47PH 31-Mar—2005 . 2005 0227:46 PM | edtest | Hamey CHOD devll / h_wchds test

Figure 4: “Family Issuance Details” Pop-Up from View
Client Status Screen

Click on “Close.”
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Using the Farmers’ Market Look-Up Screen

The starting point for this section is:
Vendor Management + Farmers’ Market + Look-up

‘ Wendor Management - [VM570 - Farmers Market Coupon Lookup] - ﬂ
File Edit Help
o e |
|Selection |
Issued Dake: From: [00f00/0000  Ta: [o0/00f0000 Farmer: [ ||
Redeemed Date: From ED,I’DD,I’DDDD To: ED,I’DD,I’DDDD or enter known D
Seginning Coupon Mot Ending Coupon Mot | Family#: P4?8?2
|Hesultx |
Coupon Mumber | WIC ID | Issue Date | Status Redemptian Dt| Farmer |Received Dt| Agency
» 30021 0947872-01 [ 03312005  [ISSUED [ [ [ Piaute Re
30022 0947872-01 [ 03312005  [ISSUED [ [ [ Piaute Re
30023 0947872-01 | 03/31/2005  [SSUED [ | | Fiaute e
30024 I0947872-01 | 03f31/2005  [[SSUED [ | | Praute e
30025 0947872-01 [ 03312005  [ISSUED [ [ [ Piaute Re
30026 I0947872-01 [ 03312005  [ISSUED [ [ [ Piaute Re
30027 0947872-01 [ 03312005  [ISSUED [ [ [ Piaute Re
30028 0947872-01 | 03/31/2005  [SSUED [ [ [ Fiaute e
30029 0947872-01 | 03f31/2005  [[SSUED [ | | Praute e
30030 0947872-01 [ 03312005  [ISSUED [ [ [ Piaute Re
(K| | r
Mews Search ‘ Betrleve Cancel |
14 35:23PH 31-Mar—2005 i, 2005 02:35:22 P | ectest | Harmey CHD

Figure 5. “Farmers’ Market Coupon” Look-up Screen

The window is divided into two sections:

The top part of the window is titled “ Selection” and offers
numerous criteria to define your search:

. “Issued Date From” and “To” for the coupon(s) in
question
. “Redeemed Date From” and “To” for the

coupon(s) in question
o “Beginning” and “Ending Coupon No.” for the
coupon(s) in question

. “Coupon Year” (defaults to current year but you may
choose previous years if needed.)

. “Farmer” who redeemed the coupon(s) in question

. “Family” # of the client who was issued the coupons

in question (include leading zeroes but do not enter
two-digit participant number)
. “Agency” that issued the coupon(s) in question
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. The bottom part of the window is titled “Results” and
provides the following information:

“Coupon Number” (the serial number of the coupon)
“WIC ID” of the client who was issued the coupon
“Issue Date” of the coupon to the client

“Status” of the coupon

“Redemption Date” (the bank paid date)

“Farmer” who accepted the coupon

“Received Date” (the TWIST process date which is
usually the same as the Redemption Date)

“Agency” that issued the coupon

“Category” of the client when the coupon was issued

1. Enter selection criteria in the “Selection” section.

2. Click “Retrieve.”

This screen will display information related to coupons that have
already been issued.

+ NOTE: The “Farmers’ Market Look-up” screen is not available on the

laptop.

NNotes:
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Chapter 10: Vendor Management

Section 1. Farm Direct Nutrition Program
(Farmers’ Market)

Lesson: Using the Coupon Maintenance Screen

Objectives:

Upon completion of this lesson the user will be able to:

o change issuance data for a specific range of coupons;

o void coupons that have already been issued; and

o enter issuance data for coupons that have already been redeemed.

Oregon Policies:
¢ 1100 Farm Direct Nutrition Program: Local Program Responsibilities
Overview:

There will be occasions when you must correct or add data related to coupons that
have already been issued to a client. Use the Coupon Maintenance screen to
change specific issuance data, void issued coupons and enter issuance data for
coupons that have already been redeemed (i.e. resolve “missing issuances”).

Instruction:

Using the Coupon Maintenance Screen

The starting point for this lesson is:
Vendor Management = Farmers’ Market = Coupon Maintenance
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+ ¥endor Management - [YM530 - Coapon Mambenance] =5 ﬂ
File EBdt “*ncow Help
|0+~ |wd ot 2m S
[Setect Coupon Book |
Enter any Coupon Mumber Fram dﬂBCnuponEmk:I
Jl.'.uwons |
| Coupand |wicm Staus  [Tesus Date  |Void Aeasan VoidDete [Rmd=em Dat= Receem Famer [Tssus CalTssus Age
Ll e | »
[Coupon/Book Changes |
wed: | [s5ue Dae: [0C0/00 Shans: ha
void Rezsan: | =l wodoae EI'II'JI'E'JII'J gancyChnic: -
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Figure 1: “Coupon Maintenance” Screen

The window is divided into three sections:

The top part of the window is titled “Select Coupon Book.” TWIST

will display data related to the range of ten coupons that includes the

coupon number entered by the user in this section.

The middle part of the window is titled “Coupons” and displays issuance

and redemption data related to the range of ten coupons that includes the

coupon number entered by the user in the “Select Coupon Book”

section:

“Coupon #”: The number of the coupon(s).

“WIC ID”: of the client who was issued the coupons.

“Status”: The status of each coupon.

“Issue Date”: The date the coupon was issued.

“Void Reason”: The reason the coupon was voided.

“Void Date”: The date the coupon was voided.

“Redeem Date”: The date the bank cashed the coupon.

“Redeem Farmer”: Name of the farmer who accepted the coupon.

“Issue Cat”: The category of the client when the coupon was

issued.

“Issue Agency”: The name of the agency that issued the coupon.

J “Not Eligible Reason”: The reason the client was not eligible
to receive coupons.
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. The bottom part of the window is titled “Coupon/Book Changes” and
features the following update options that the user may apply to any of the
coupons listed in the “Coupons” section:

“WIC ID”

“Issue Date”

“Status”

“Void Reason”

“Void Date”

“Agency/Clinic” that issued the coupon.

J NOTE: “Apply to Coupon” and “Apply to Book” will be covered later in
the lesson.

J NOTE: “Unissue Book” is a State-only function, so this button will be
unavailable to local agency users. Contact Application Support if you
accidentally enter issuance data for a book of Farmers’ Market coupons that you
have not yet actually issued.

Changing Issuance Data

Use the Coupon Maintenance screen to correct the WIC ID number of the client
who received the coupons, to change the issue date or status of the coupons, or to
change the agency or clinic that actually issued the coupons.

1. Enter a coupon number in the “Select Coupon Book” field and
click “Retrieve.”

o TWIST will populate the “Coupons” section with issuance and
redemption data (if redeemed) related to all ten coupons in the
range that includes the coupon number entered in the “Select
Coupon Book” section.
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i ¥endor Management - [¥M530 - Coupon Maintenance] ;Iilll

File Edit ‘Window Help

|8+ - |wE|[w® % @S

45 elect Coupon Book 1

Enter any Coupon Mumber from the Coupon Book: I—SSDI
I
JCoupons | "

I Coupon # |WIC (8] | Skatus |Issue Date |V0id Reason |V0id Date |Redeem Date|Redeem Farmer |Issue Caﬂlssue Age
_|| 5501[00851617-02  [ISSUED | EYRETE fpojoofo00n joo/oojo0n0 | k1 [aker CHI
_|| 5502 [I0851617-02  [ISSUED |4jozfzo08 | [pofonjonon jojoo/oo00 | Kkt Jaker CHI
_|| SE03P0851617-02  [ISSUED | EYETEE [00/00/0000 j00/00{0000 | Kt [Baker CHI
_ 5504 [I0851617-02  [ISSUED YT [oofo0{0000 joo/oofo00n - | Kt [aker CHI
L|| 5505 I0851617-02  [ISSUED |4jozfzo08 | [pofonjonon jojoo/oo00 | Kkt Jaker CHI
_|| 5506[00851617-02  [ISSUED Jp4f03jz008 | fpojooyo000 joo/oofo0n0 | k1 [aker CHI
_|| 5507 I0851617-02  [ISSUED |4jozfzo08 | [pofonjonon jojoo/oo00 | Kkt Jaker CHI
_|| 5508 I0851617-02  [ISSUED |4jozfzo08 | [pofonjonon jojoo/oo00 | Kkt Jaker CHI
_|| 5E090851617-02  [ISSUED | Y= fpojoofo00n joo/oojo0n0 | 1 [aker CHI
_|| 5510/00851617-02  [ISSUED |4jozfzo08 | [pofonjonon jojoo/oo00 | Kkt Jaker CHI
| Kl | ]
-ICouponfBook Changes }

Wic Id: l Issue Date: ﬁU."UU.'lUUUU Status: I 'I
Yoid Reason: I j Yoid Date: ﬁU."UU."UUUU agencyClinic: I 'I

Applytogouponl Applytoﬁookl QnissueBookl Betieve | QK | Cancel |
Figure 2: Completed “Coupon Maintenance” Screen

2. Enter the WIC ID, Issue Date, Coupon Status or agency/clinic
you want to change in the “Coupon/Book” Changes section.

J NOTE: The status of a coupon cannot be changed to “Redeemed.”

J3 NOTE: The “Void Reason” and “Void Date” fields will be covered later in
the lesson.

3. Click on “Apply to Book” to apply changes to all the coupons
in the range.

o Changes to issuance data must apply to all coupons in a range (or
book) because coupons are issued on a per-book basis.
o The appropriate fields are updated in the “Coupons” section.

4. Click “OK.”

Voiding Issued Coupons

Use the Coupon Maintenance screen to void checks that have already been issued
to a client.

1. Enter a coupon number in the “Select Coupon Book” section
and click “Retrieve.”
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lx
File Edit ‘Window Help
[B|+ - |ed |0t a3
_lSeIecl Coupon Book !
Enter any Coupon Mumber Fram the Coupon Boak: I 5501
JCoupuns |
I Coupon # |WIC (8] | Skatus |Issue Date |V0id Reason |V0id Date |Redeem Date|Redeem Farmer |Issue Caﬂlssue AgE
_|| 550100851617-02  ISSUED |4jnafzo0e | ppofonjonoo iojoofoo00 | Kkt [Baker CHI
_|| S502{00851617-02  [ISSUED |4jnafzo0e | ppofonjonoo iojoofoo00 | Kkt [Baker CHI
_|| S503I0851617-02  [ISSUED |4jnafzo0e | ppofonjonoo iojoofoo00 | Kkt [Baker CHI
_|| 5504[00851617-02  [ISSUED |4jnafzo0e | ppofonjonoo iojoofoo00 | Kkt [Baker CHI
L|| S505I0851617-02  [ISSUED |4jnafzo0e | ppofonjonoo iojoofoo00 | Kkt [Baker CHI
_|| 5506[00851617-02  fISSUED J4jnzfzone | ppofoojonoo iojoofooon | et [Baker CHI
_|| 550700851617-02  [ISSUED |4jnafzo0e | ppofonjonoo iojoofoo00 | Kkt [Baker CHI
_|| S50BJI0851617-02  fISSUED J4jnzfzo0e | ppofonjonoo fiojoofooon | et [Baker CHI
! n beciier
_|| B RETLRED |4jnafzo0e | ppofonjonoo iojoofoo00 | Kkt [Baker CHI
_|| 55yl - LOST OR STOLEN p4jo3jz006 | [o0j00/0000 070070000 | Kt [Baker CHI
Al YOID - UNUSABLE »
| Kl | ]
-ICoupunJ'Book
Wwic Id: Issue Date: FUIUUIUUUU Status: I 'I
Yoid Reason: hd % Yoid Date: FUIUUIUUUU agency/Clinic: I 'l
Apply togouponl Apply toﬁookl Whizzue Bookl Betrieve | 0k | Cancel |

Figure 3: Voiding Coupons in “Coupon Maintenance” Screen

2. Click on the “Void Reason” field in the “Coupon/Book”
Changes section.

J Select “VOID — UNUSABLE” if a client returns a coupon that is
damaged. (You may not replace the coupon.)

o Select “VOID — COUPON RETURNED” if a client returns a
coupon for any reason other than because it is damaged. (You may
not reissue the coupon.)

o Select “VOID — LOST OR STOLEN” if a client reports an issued
coupon as lost or stolen. (You may not reissue the coupon if it is
returned.)

3. Fill in the “Void Date” field of the “Coupon/Book Changes

section.”
o TWIST will prompt you to enter a date if you have not already
done so.
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4, Click on “Apply to Coupon” if you want the change(s) to apply
to the coupon highlighted by the row indicator, or click on
“Apply to Book” if you want the change(s) to apply to all the
coupons in the range.

o If the changes do not apply to the entire book, you will need to
repeat this step for every coupon that needs changes.

J The appropriate fields are updated in the “Coupons” section.

o The status for voided Farmers’ Market coupons will be displayed

as “VOIDED” everywhere in the system, except for redeemed
coupons that you void in this screen as lost or stolen, which will
continue to show the status of “REDEEMED.”

J NOTE: Use the “Apply to Coupon” function only when voiding issued
coupons.

i ¥Yendor Management - [¥M530 - Coupon Maintenance] ;Iil

File Edit ‘indow Help

[+ - =@ o & @S
[Select Coupon Book |
Enter any Coupon Mumber from the Coupon Book: I—SSDI
JCoupons |
I Coupon # |WIC (o} | Status |Issue Date |'v'0id Reason |'v'0id Date |Redeem Date|Redeem Farmer |Issue CaﬂIssue Age
il 550100501122-03  WOIDED J14/05(2006  WOID - COUPON RETI14/07(2006 j00j00/0000 | Kt [paker CHI
_|| 5502[30501122-03 I‘u‘OIDED pmros;zoos I‘-;'OID - COUPON RETI4/07/2006 po,roomooo | |c1 paker CHI
_|| 5503[00501122-03  VOIDED J14/05/2006  WOID - COUPON RETI4/07/2006 00/00/0000 | = [Baker CHI
_|| 5504 00501122-03  VOIDED J14/05/2006  WOID - COUPON RETI4/07/2006 00/00/0000 | = [Baker CHI
_|| 5505[10501122-03  WOIDED |04/05(2006  vOID - COUPON RETI14/07/2006 j00j00/0000 | I [aker CHI
_ 5506 [10501122-03  MOIDED J04/05{2006  WOID - COUPON RETI[14/07(2006 j00/00/0000 | Kt [aker CHI
_ 5507[00501122-03  WOIDED J14/05{2006  OID - COUPON RETI14/07/2006 j00j00/0000 | I [aker CHI
_|| 5508[30501122-03 I‘u‘OIDED pmros;zoos I‘-;'OID - COUPON RETI4/07/2006 po,roomooo | |c1 paker CHI
_|| 5509[00501122-03  VOIDED J14/05/2006  WOID - COUPON RETI4/07/2006 00/00/0000 | = [Baker CHI
_|| 5510[00501122-03  VOIDED J14/05/2006  WOID - COUPON RETI4/07/2006 00/00/0000 | = [Baker CHI
Ll | i
[Coupon/Book Ch |
Wic Id: I Issue Date: I Status: I 'l
Woid Reason: IVOID - COURON RETURNEDﬂ Yoid Date: F“IU?J’ZUUE‘ Aaency i Clinic: I 'l

Apply to Coupon | Appl}ltoﬁookl Wrissue Book | Retiieve | 0k | Cancel

Figure 4: “Coupon Maintenance” Screen after Void

5. Click “OK.”

Entering Issuance Data for Already-Redeemed Coupons

Sometimes coupons are processed by the banking system as “redeemed” before
issuance data can be entered in TWIST. The user will learn of this when
attempting to enter issuance data for these coupons in the Farmers’ Market
Issuance screen. TWIST will prompt the user with the following message: “This
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range includes redeemed coupons. Complete all other issuances and proceed to
the ‘Coupon Maintenance’ screen.” When done entering any remaining
issuances it will then be necessary for local staff to exit the FM Issuance screen
and go to the Coupon Maintenance screen to correct coupons with missing
issuance data.

Example: User attempts to enter issuance data for coupon range 5631-5640 but
receives TWIST message that the range includes redeemed coupons.

The starting point for this section is:
Vendor Management = Farmers’ Market = Coupon Maintenance

1. Enter a coupon number from the range in “Select Coupon
Book” section and click “Retrieve.”
SEl
File Edit ‘Window Help
BRI e
_ISeIecl Coupon Book !
Enter any Coupon Mumber From the Coupon Book: |—5631
J[:oupons |
I Coupon # |WIC jin] | Status |Issue Date |V0id Reason |V0id Date |Redeem Date|Redeem Farmer |Issue Caﬂlssue Age

L|| 5631 | JREDEEMED J4j03fz006 | [D0j00/0000 [14/05/2006  PAYID'S SPECIALT| |

_|| 5632 JREDEEMED J4/03(2006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |

_|| 5633 JREDEEMED Jp4jnzfen0s | [0f00/0000 4/05/2006  PAYID'S SPECIALT| |

_|| 5634 JREDEEMED J4/03(2006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |

2 5635 REDEEMED  [4/03j2006 | [0fa0j000n [14/05{2006  PAYID'S SPECIALT| |

_|| 5636 | JREDEEMED J4/03(2006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |

2 5637 REDEEMED  [4/03j2006 | [0f00/0000 [14/05/2006  PAYID'S SPECIALT| |

_|| 5638 JREDEEMED J4/03(2006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |

2 5639 REDEEMED  [04/03j2006 | [0f00/0000 [14/05/2006  PAYID'S SPECIALT| |

_|| 5&40 | JREDEEMED J4/03(2006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |

L | 0|
Coupon/Book Ch |

Wic Id: I Issue Dake: FUIUUJ’UUUU Status: I 'l
‘Woid Reason: I LI ‘oid Date: W Agency fClinic: lﬁ

ak | Cancel |

Apply ta Coupon | Apply to Book | Whizsue Book: |

Figure 5: “Coupon Maintenance” Screen Missing Issuance Data

2. Enter the “WIC ID,” “Issue Date” and “Agency/Clinic” in the
“Coupon/Book” Changes section.

J NOTE: Once it is “Redeemed” the user cannot change the status of a coupon.
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3. Click “Apply to Book” to apply entries to all the coupons in the
range.

i ¥endor Management - [¥M530 - Coupon Maintenance] ;Iil

File Edit ‘Window  Help

B+ — | wE|[<0] & 2@ S|
[Select Coupon Book |
Enter any Coupon Mumber From the Coupon Book: |—5631
J[:oupons |
I Coupon # |WIC jin] | Status |Issue Date |V0id Reason |V0id Date |Redeem Date|Redeem Farmer |Issue Caﬂlssue Age
2l 5631[00290065-06  REDEEMED  [04/04/2006 | [0f00/0000 [14/05/2006  PAYID'S SPECIALT| |
_|| 5632 [J0290068-06  REDEEMED J4j04fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
_|| 5633 J0290068-06  REDEEMED J4j04fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
_|| 5634 J0290068-06  REDEEMED J4j04fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
_|| 5635 J0290068-06  REDEEMED J4j04fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
2 5636[I02900658-06  REDEEMED  [04/04/2006 | [0f00/0000 [14/05/2006  PAYVID'S SPECIALT| |
_|| 5637 J0290068-06  REDEEMED J4j04fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
_|| 5638 J0290068-06  REDEEMED J4j04fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
_|| 5639 00290068-06  REDEEMED J4jo4fz006 | [D0j00/0000 [14/05/2006  PAYID'S SPECIALT| |
_|| 5640 00290068-06  REDEEMED J4j04fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
L | 0|
Coupon/Book Ch |
Wic Id: W Issue Date: W Status: lﬁ
‘Woid Reason: I LI ‘oid Date: W Agency fClinic: lﬁ

Apply to Coupon | £

QnissueBookl Betrieve | kK | Cancel |

Figure 6: “ Cofjpon Maintenance” screen with added issuance data

. Changes to issuance data must apply to all coupons in a range (or
book) because coupons are issued on a per-book basis.

o The appropriate fields are updated in the “Coupons” section.
4. Click “OK.”
< Tips and Shortcuts:

o When exiting the screen through the “blue door” icon TWIST will prompt
you with a “Do you want to save?” message.

& Notes:
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