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Chapter 3: Client Processes

Section 1: Intake

Lesson: Applicant Prescreening

Objectives:

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

. prescreen and enter a participant;

. determine if a potential participant is eligible and follow the appropriate
process;

o differentiate between a Prescreening and an Enrollment transaction;

o complete the Income screen;

. complete the Intake screen;

. complete a wait list transaction; and

. issue and change WIC ID number.

Oregon Policies:

¢ 485  WIC Family ID Number and ID Card

¢ 540  Proxy System

¢ 605  Processing Standards

¢ 617  Income Eligibility: Determination of Income Eligibility

Overview:

The first step in the WIC process is screening potential participants for eligibility.
In TWIST you can do this by entering or updating preliminary information on the
potential participant in the Applicant Prescreening window and the Client Primary
database. The Applicant Prescreening window is particularly useful when you just
want to determine the income eligibility of a potential participant who is on the
phone or is a walk-in. If the potential participant is income eligible, you would
also use this window to either set up an appointment or put the person on a wait
list.

In this lesson you will learn how to screen for eligibility by collecting income
information, select the applicant’s possible clinic and category, generate a
temporary WIC ID number, wait-list an applicant, and record any notes. Using the
Client Primary screens is covered in a separate lesson.
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Instruction:

Income Eligibility

The starting point for this lesson is:
Client Processes = Enrollment & Intake = Applicant Prescreening

This window is divided into two sections.

Selection i
WIC ID: I0946454-01  Name: [Income, Child 7 DOB: [15{05{2007  WIC Cat.: [CHILD, 24-60 MONTHS OLD Tr.Type: [P

Income Eligibility |W’IEIntake | wichates |

{Income Eligibility |

Calculate Income For: IFAMILY 'l Proof of ID: |BIRTH CERTIFICATE j Proof of Residency: |BP.NK STATEMENT/BANEK CHEC;|
Io In Family: I 3 Unborn Counted: I 0 Iew Income Date: |11,|’D4,|’2DID
Participates In
IV SHAP: I\"ES vl Oregon Health Plan: I vl TANF: INO vl ‘
I Income Provider I Interval I Amount I Source I Proof of Income Manthly Annual

A JMONTHLY ~f  1,000.00 fwaGES [Py sTUB ~|| 000,00  12,000.00

Totals: 1,000,00 12,000,00
LClear Screen | Averaging

Figure 1: “Applicant Prescreening” Window

o The top part of the window is titled “Selection.” This section is blank
until a client is selected from Client Primary.

. Income information may be entered without selecting a participant. To
save information a participant must be selected.

o The lower section contains 3 tabs - “Income Eligibility,” “WIC Intake”

and “WIC Notes.”

1. Tab to the “Calculate Income For” field and choose “Client” or
“Family” from the drop down list.

This field defaults to “Family.” You would choose “Client” to calculate
income for a foster child. Otherwise the income calculation will be applied
to all WIC participants who share the same family 1D number.

J NOTE: Proof of ID and Proof of Residency are in this screen, but this
documentation is neither collected nor required until Enrollment.

Ch 3,100.2



Oregon WIC TWIST Training Manual December 6, 2010

2. Tab to the “No. in Family” field and enter the number of
household members.

Example: If the applicant is a woman who is pregnant with twins and has no
other family members in her household, you would enter this value as *“1.”

3. Tab to the “Unborn Counted” field and enter the number of
babies being carried by a pregnant woman.

Example: Following the example above you would enter this value as “2” for
the pregnant woman’s twins.

J NOTE: TWIST adds the “No. in Family” and “Unborn Counted” to
calculate total number in family when determining income.

4, Tab to the “New Income Date” field.
The system automatically defaults to today’s date.

5. Tab to the “SNAP” field and select yes or no from the drop
down list.

6. Tab to the “Oregon Health Plan” field and select yes or no
from the drop down list.

7. Tab to the “TANF” field and select yes or no from the drop
down list.

/4 NOTE: Selecting “Yes” for “SNAP,” “Oregon Health Plan,” or “TANF”,
indicates the participant reports participating in one of those programs. They may
be adjunctively eligible.

J NOTE: All mandatory fields must be completed before moving on to the
“WIC Intake” tab.

8. Tab to the “Income Provider” field and enter the name of the
income provider.

This refers to the name of the family member who provides the income
amount to be entered.

9. Tab to the “Interval” field and select the income interval from
the drop down list.

o This refers to how often the family receives the income amount to
be entered.

Ch 3,100.3



Oregon WIC TWIST Training Manual December 6, 2010

. If “Annually” is selected as the income interval TWIST calculates
the income amount as one payment per year.

“Every 2 Months” calculates as 6 payments in one year .
“Every 2 Weeks” calculates as 26 payments in one year.
“Daily” calculates as 210 payments in one year.

“Hourly” calculates for a 40-hour work week.

“Monthly” calculates as twelve payments in one year.
“Quarterly” calculates as four payments in one year.
“Twice a month” calculates as 24 payments in one year.
“Twice a week” calculates as 104 payments in one year.
“Twice a year” calculates as two payments in one year.
“Weekly” calculates as 52 payments in one year.

If the client does not match one of these intervals calculate the
interval most consistent with the participant’s work schedule.

Example: If a participant works part-time (i.e. 20 hours per week) you would
calculate her income based on a “Weekly” income interval.

10. Tab to the “Amount” field and enter the amount of income the
client receives for this interval.

o TWIST determines income eligibility automatically once the
amount for an income interval is entered.
. If the amount of income entered exceeds the guidelines, a message

is displayed stating, “The Client is not Income Eligible. Do you
want to print an Ineligibility Notice?”
. Select “No” to close the pop-up without printing the notice.

/4 NOTE: Selecting “Yes” will produce a notice even if you have not saved the
participant’s information. Refer to Termination/Eligibility lesson for printing
WIC ineligibility letters.

. If the participant is over-income and pregnant go back to the
“Unborn Counted” field and and make sure you have entered
the number of babies she is carrying.

o If the participant is income eligible, nothing will appear and you
may continue.

11. Tab to the “Source” field and select the source of the income
from the drop down list.

This refers to the type of income entered.

J3 NOTE: Proof of Income is collected at Enrollment.

Ch 3,100.4



Oregon WIC TWIST Training Manual

12.

Press “Tab” to create another line to enter additional income.

. TWIST will automatically calculate the monthly and annual salary

amounts based upon the information you entered for each line.
. Cumulative totals are also calculated for all lines and displayed in
the “Totals” fields.

= Practice Activity #1:

You will be screening a participant on the phone for income eligibility.

©CoNoA~WNE

From the “Client Processes” module, click on “Enrollment and Intake.”
Click on “Applicant Prescreening.”

Select Family for the “Calculate Income For” field.

Enter information for “Proof of ID” and “Proof of Residence.”

Enter the “No. in Family.”

Enter “Unborn Counted.”

In the “New Income Date” field, leave the default as today’s date.
Enter information for the “Food Stamps,” “OHP,” and “TANF” fields.
Enter the “Income Provider” name.

Select the income “Interval” from the drop down list.

Enter the “Amount” of income received for this interval.

Enter the “Source” of income from the drop down list.

Select the “Proof of Income” from the drop down list.

Income Averaging

The starting point for this lesson is:

Client Processes = Enrollment & Intake => Applicant Prescreening

Some participants do not receive the same amount of income at each pay period.
TWIST will assist you in calculating the average income for these individuals.

1.

Click the “Averaging” button in the lower right hand corner.
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‘—':-‘ Client Processes - [CPO105 - Applicant Prescreening]
File Edit “Window Help

[+ - sEH 0% t @S| 2
—| Selection I
WIC ID: Name: | DOB: J0/00/0000 WIC Cat.: | Tr.Type:[
Income Eligibility I\.\.f|c Intake | W Motes | CP0205 - Income Averaging
Income Averaging
Income Eligibility Ii
4 | I Income Amaunts I .
Calculate Income For: [FAMILY ﬂ Proof of | _I 0 Proof of Residency: | |L|
Mo In Family: I Unborn Counte Mew Income Date: Fl,l'24,f2003
Food Stamps: :B Oregon Health Pl: TANF: :E
I Income Provider I Interval [}S Proof of Income IMonthly Annual
i 3| =
Totals: 0.00 0.00
Total: | a
Average: I
Insert | Remove |
ol I Cancel |
Clear Screen | fAveraging
| Ready | January 24, 2003 04:11:22 PM | Maria Menar | 'wIC State Agency

ES SelectMo...l RWordPerfe...l @Group\:\u"is...l & Client P__. ||@<B§E N n® 411 FM
Figure 2: “Income Averaging” Pop-Up

vt | Pl 2B w0 || R o
16:51;23]_31\1 24_Jan_2003"'0velldell...

2. Click in the “Interval” field and select the appropriate pay
period interval.

/4 NOTE: You can average income amounts for only one pay period interval;
I.e., you cannot average a monthly income amount with a weekly income amount.

3. Place the cursor in the “Income Amounts” field and enter the
first income amount.

4. Tab to create a second blank row and enter the second income
amount.

. You may continue to create additional rows to accommaodate all
amounts.
. The “Insert” button may also be used to create additional rows.

5. Click the Remove button to delete a row.

A message is displayed asking “Are you sure you wish to remove this
row?” Select “Yes” to remove the row or “No” to cancel the request.
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J NOTE: TWIST calculates the Total and Average amounts as income is
entered or removed. It will display the total once you click “OK” or tab off the

field.

6.

7.

Click “OK” to close the “Income Averaging” pop-up.

The “Interval” and “Amount” are inserted into a new line of income
information.

Complete the “Source” and “Proof of Income” fields.

J NOTE: The “Clear Screen” button in the lower right hand corner will
remove all information on the screen.

J NOTE: Income information may not be saved until a participant has been
selected.

= Practice Activity #2:

Use the information for the participant from your < Activity Sheet for this
practice. You will be screening a participant on the phone for income eligibility.

CoNo~wWNE

From the “Client Processes” module, click on “Enrollment and Intake.”
Click on “Applicant Prescreening.”

Select Family for the “Calculate Income For” field.

Enter information for “Proof of ID” and “Proof of Residence.”
Enter the “No. in Family.”

Enter “Unborn Counted.”

In the “New Income Date” field, leave the default as today’s date.
Enter information for the “Food Stamps,” “OHP,” and “TANF” fields.
Click on the “Averaging” button.

Select the “Interval” from the drop down list.

Enter the “Income Amounts” for the first paycheck.

Tab to generate a new row.

Enter the “Income Amounts” for the second paycheck.

Press the “Insert” button to generate a new row.

Enter the “Income Amounts” for the third paycheck.

Tab to generate a new row.

Click “Remove” to remove the blank row created.

Click “OK” to close the “Income Averaging” pop-up.

Enter the “Income Provider.”

Enter the “Source” of income from the drop down list.

Select the “Proof of Income” from the drop down list.
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WIC Intake

The starting point for this lesson is:
Client Processes = Enrollment & Intake => Applicant Prescreening

Once preliminary income eligibility has been determined in the “Income
Eligibility” tab you must select the applicant you wish to prescreen before
proceeding to the “WIC Intake” tab. This is done using Client Primary.

1. Retrieve the participant whom you want to prescreen.

The participant information is displayed in the “Selection”
section of the window.

J NOTE: Please refer to the “Client Search and Client Demographics” lesson
for instruction on searching, selecting and entering a participant.

2. Click the “WIC Intake” tab.

% Client Processes - [CP010S - Applicant Prescreening]

Eile Edit WWindow  Help

[B]+ - H|0®F | s a5

| Selection

WIC ID: | Name: |

DOB: 0/o0/0000 WIC Cat.: [ Tr.Type:[

Income Elghiity W Intake |4wiC Notes |

r[WIC Intake |

Other Family Members on WIC 7 [SNIG_G—GE._~

Clinic:

WIC Cateqory:

Temporary WIC ID:

Ll

Expected Delivery Date: J10/00/0000

Are You a Migrant? (o« I
Contact Type: [ Phone € walkIn

QeneraleWIEIDl Search for Family. Membelsl Pt On ' ait List

Figure 3: “WIC Intake” Screen

Lreate Appt. /Request

Select “Yes” from the drop down list in “Other Family
Members on WIC?” field.

Selecting “Yes” allows family WIC ID numbers to be linked.
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. See the d NOTE after step 8 if “N0” is selected for “Other
Family Members on WIC?”

4, Tab to the “Clinic” field and select the appropriate clinic from
the drop down list.

The “Search for Family Members” button at the bottom of the screen
is enabled.

5. Click the “Search for Family Members” button.

‘—':-‘ Client Processes - [CPO105 - Applicant Prescreening State 1D:2352082 Mame:Vida, Yictona. A. DOB:11/01/1975]
File Edit “Window Help

B+ - c@|[<0%F | %@ s P
| Selection |
WIC ID: | Name: fvida, Victoria, &, DOB: [11/01/1975  WIC Cat.:| Tr.Type:IP_

CPO155 - Family Member Search

—| Search Criteria I

Last Mame: |‘u'ida First Mame: | Agency: ﬂ
Family ID: | WIC ID: sam: | - - Date of Birth: [0f00/0000

{ Search Result I

Last Mame Middle Mame Date OfF Birth

107112000

First Mame

| v

00753059-01 10/13/2000
— 0753046-01 ida ‘eronica 10/09/2000 aurus
— 0753050-01 ida ‘eronica 10/10/2000 aurus
— 0753056-01 ida ‘eronica 10/12}2000 aurus
— 0753062-01 ida ‘eronica 10/14/2000 aurus
— 0753019-01 ida ‘eronica pS 10/01/2000 aurus  —
— 0753026-01 ida ‘eronica 10/02}2000 aurus
— 0753028-01 ida ‘eronica 10/03/2000 aurus
: 0753033-01 ida ‘eronica 10/04}2000 aurus =
I« | b
Iew Search I Retrieve | (] | Cancel I
|Ready | January 27, 2003 12:47.09 PM | Maria Menar | Ford

Edsele... |

el lra 28 % || o | Beou | 0P| @10 | K wod | | R N A= 1247 P
Figure 4: “Family Member Search” Pop-Up

B Clie. .

6. Enter the search criteria.
o One or more fields may be completed.
o The search is narrowed as more fields are completed.
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Click the “Retrieve” button to display all possible matches in
the Results section.

Select the appropriate match and click “OK” to close the pop-
up.

8.1 Clicking “Cancel” will close the pop-up and the
“Temporary WIC ID” field will not be populated.

8.2 Clicking the “New Search” button will clear the screen and
allow you to enter new search criteria information.

8.3 If previous income information existed, a message is displayed,
“Do you wish to keep existing data?” If “Yes” is selected, the
income information you entered will be saved and replace the
old income for the entire family.

8.4 If a family member was selected, the “Temporary WIC ID”
number field is populated once the pop-up is closed.

. The “Temporary WIC ID” system-generated number is a WIC-
only identifier that TWIST assigns to each applicant.

. If a family member was selected the “Temporary WIC ID”
number will correspond with the applicant’s family ID.
. Once an applicant is actually enrolled TWIST removes the “T”

from the front of the “Temporary WIC ID” number, which then
becomes the participant’s WIC 1D number.

J NOTE: If “No” was selected for “Other Family Members on WIC?” the
“Generate WIC ID” button is enabled, and clicking the “Generate WIC ID”
button will populate the “Temporary WIC ID” field.

9.

10.

Tab to the “WIC Category” field and select the appropriate
category for this participant from the drop down list.

. If the participant is a pregnant woman, tab to the “Expected
Date of Delivery” field and enter the appropriate date.
. This field is grayed out for all other categories.

Tab to the “Are you a migrant?” field.

. The default answer is “No”. Change the answer to “Yes” if the
potential participant is a migrant.
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11. Tab to the “Contact type” radio buttons.

. The default selection is “Phone”, assuming that most potential
participants are calling for an appointment. If the participant is
physically in your office, select “Walk in.”

12. Save.

o The selection section of the screen on the top part of the screen is
populated.

. This enables the “Put on Wait List” and “Create
Appt/Request” buttons.

. Creating an appointment request will be covered in a future lesson.

= Practice Activity #3:

The starting point for this lesson is:
Client Processes = Enrollment & Intake => Applicant Prescreening

Select Family for the “Calculate Income For” field.

Enter information for “Proof of ID” and “Proof of Residence.”

Enter the “No. in Family.”

Enter “Unborn Counted.”

In the “New Income Date” field, leave the default as today’s date.

Enter information for the “Food Stamps,” “OHP,” and “TANF” fields.

Click the “Open” icon to access “Client Search.”

Search for the client you are prescreening.

If the participant is not found, enter the participant’s demographic

information on the “Client Primary” screen.

10. Save the information.

11.  Click the “Return with Client” button.

12. Click the “WIC Intake” tab.

13.  Select Yes for the “Other Family Members on WIC?”

14, Select the appropriate “Clinic” from the drop down list.

15.  Click the “Search for Family Members” button.

16. Enter the participant information and click the “Retrieve” button.

17.  Select the appropriate match and click “OK” to close the pop-up.

18.  Select the “WIC Category” from the drop down list.

19. Enter the EDD, if applicable.

20. Click the “Generate WIC ID” button to create a temporary WIC ID
number.

21.  Save this information.

CoNo~WNE
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Wait Listing an Applicant

Applicants may be put on a wait list if no appointments are available, or you may
create an appointment request (appointment requests will be handled in another
lesson).

1. Click the “Put on Wait List” button.

‘—':-‘ Client Processes - [CPO105 - Applicant Prescreening State 1D:2352082 Mame:Vida, Yictona. A. DOB:11/01/1975]
File Edit “Window Help

[+ - z@|[0% | % @S| P

—| Selection I

WIC ID: [T00753019-02  Name: fvids, Victoria, A, DOB: [11/01{1575  WIC Cab.: WOMAN, PREGNANT Tr.Type:[P

Income Eligibility WIC Intake | WIC Motes |

[ WIC Intake |
Other Family Members on WIC 7 |\"ES AS2605 - Put On Wait List
Clinic: |TaurL
WIC Cateqory: |WOM ut On Wait List I—
Temporary WIC ID: I 0a7e e T niar I:E

Expected Delivery Date: 58,1’25 % Wait Lisk : m

Appointment Type For On-Call Only: | |L|
Ok I Cancel |

Generate Wi I | Seatch for Family Members | Put On Wait List | Create Appt./Request I

| Ready | January 27, 2003 12:54:21 PM | Maria Menar | Ford
el e a6 1] @igy. | Qo | (oo P | R wod | | RWE N M=) 1254 Pu
Figure 5: “Put on Wait List” Pop-Up

Esele.. |

B Clie. .

2. Select either “None,” “Migrant” or “Transfer” from the drop
down list in the “Migrant/Transfer” field.

3. Tab to the “Wait List” field and select either the “Appointment
Needed Wait List” or the “Priority Ineligible Wait List.”

4. If the “Appointment Needed Wait List” is selected, you must
select the Appointment Type from the drop down list.

5. Click “OK” to close the pop-up and add the applicant to the
Wait List.

. Click “Cancel” to close the pop-up without adding the applicant
to the Wait List.

Ch 3,100.12



Oregon WIC TWIST Training Manual December 6, 2010

/4 NOTE: You can place an applicant on a Wait List or create an appointment
request, not both.

= Practice Activity #4:

The starting point for this lesson is:
Client Processes = Enrollment & Intake => Applicant Prescreening

Click on the “WIC Intake” tab.

Click the “Put on Wait List” button.

Select the appropriate response for the “Migrant/Transfer” field.
Select the appropriate wait list in the “Wait List” field.

Click “OK” to close the pop-up.

arODE

WIC Notes

The starting point for this lesson is:
Client Processes = Enrollment & Intake = Applicant Prescreening =
WIC Intake

1. Click on the “WIC Notes” tab.

—|5election I
WIC ID: | Name: DOB: 10/00/0000  WIC Cat.: Tr.Type:|_
Inzome Eligibility | WIC Intake  WIC Notes
[Notes |
| Date I Mokes I Author
L'nmﬁzmn | |<mcgee
—wIC Notes |
=]
=
Reminder]
u]: I Cancel |
Figure 6: “WIC Notes” Screen
. The cursor will be in the “Date” field.

. This field defaults to today’s date but may be changed.
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4.

Double click in the “Notes” field to display the “WIC Notes”
pop-up.

Enter the information you want included in the note.

) The note is entered in free-form text.

. Once a progress note has been entered, the screen is flagged with a
“blue note” as a visual reminder to the user.

. The screen also has a confidentiality feature that hides the text of
the note until accessed if the information is marked “sensitive.”

o To mark a note as sensitive, click the “Reminder” box in the
lower right hand corner.

) When a sensitive note has been recorded, the blue note turns red

and the user must double click on the field to review the note.

Save.

= Practice Activity #5:

The starting point for this lesson is:

SourwdE

Client Processes = Enrollment & Intake => Applicant Prescreening

Click on the “WIC Notes” tab.

Double click in the “Notes” field. The “Notes” pop-up is open.
Enter a short free form note.

Click the “Reminder” box.

Click “OK?” to close the pop-up.

Save this information.

X Tips and Shortcuts:

Information may be saved at any time after a participant has been selected
by using the “Save” icon on the toolbar.

Once a WIC ID has been generated, information is saved automatically
when you move from tab to tab.

You will be prompted to save information before you leave a window if
changes have not been saved manually or automatically.

You will NOT be prompted to save information if you use the “Clear
Screen” button and information has not been saved manually or
automatically.

You do not need to use the “Applicant Prescreening” process if you
are going to enroll the participant immediately. Participants can be
enrolled without using the “Applicant Prescreening” window.
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o The “Are you a migrant?” and “Contact type” fields will help you
determine the appropriate appointment to give to the participant based on
processing standards. See Policy 605.

v”Skill Check:

Use the information for the client in the Skill Check section of your = Activity
Sheet for this practice.

A participant calls on the phone to see if she qualifies for WIC. Complete her
presceening. You will not need to schedule an appointment for her at this point in

the training.

& Notes:
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Chapter 3: Client Processes
Section 1: Intake
Lesson: Producing a WIC ID Card

Objectives:

Upon completion of this lesson the user will be able to:
. produce and issue a WIC ID card.

Oregon Policies:

¢ 485  WIC Family Number and ID Card
¢ 540  Proxy System

Overview:

Producing and issuing a WIC ID card is a simple task and can be performed any
time during a certification period after a WIC ID number has been generated.

Instruction:

Producing a WIC ID Card

The starting point for this lesson is:
Client Processes

1. Select “Output” from the menu bar.

2. Select “Documents” and then select “WIC ID Card” from the
drop down menu.

The “WIC ID Card” screen is displayed.
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‘—':-‘ Client Processes - [CPO40R - WIC ID Card]

File Edit “iew ‘“indow Help

BEREIEECEIREEEE
—‘Selection i
Fannily I Participant 1D
WIC ID: I = I
|Ready | February 05, 2003 04:1310PM [ Maria Menor |Ford
]jEE‘?i‘B‘:"]_Ilj_lP;iMD%d—Fglg—léDEIBMDVE""“| ¥ Group... | KWordP...l ‘waming | EfSelec. . [ Client P... ||<EJQN g TP R 419PM

Fig

ure 1: “WIC ID Card” Screen

3. Enter the Family ID number in the “Family ID” field.

TWIST will allow a Family ID number of up to eight digits in this field.

4. Tab to the “Participant ID” field and enter the two digit
participant ID number.

J NOTE: If you don’t have the client’s WIC ID handy you can also search
“Client Primary” for information previously entered on the client and return to
the “WIC ID Card” screen with the desired client.

5. Click the “Print” icon.

6. Exit.

< Tips and Shortcuts:

. Once you complete a certification you can fast path from the “Food
Package” tab in Certification to the “WIC ID Card” screen.
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- Practice Activities:

Starting from the “Client Processes” module, complete the following steps using
your < Activity Sheet.

Click on “Output” on the menu bar.

Select “Documents.”

Select “WIC ID Card.”

Enter your Family ID number.

Tab to the “Participant ID” field and enter your client ID.
Click the “Print” icon.

Exit.

NogakowdnpE

v"Skill Check:

Use your @ Activity Sheet to print another ID card.

Turn in both 1D cards (from the Practice Activity and Skill Check) to the
instructor.

& Notes:
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Chapter 3: Client Processes
Section 1: Intake

Lesson: Enrollment
Objectives:

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

select the appropriate transaction types;

complete the “Intake” function;

identify and correctly fill in the “For Women Only” section;

utilize the referrals button;

document income information to meet voucher printing requirements; and
change previously entered data.

Oregon Policies:

¢ 480 Voter Registration (Motor Voter)

4 590 Program Integrity: Participant Abuse

¢ 610 Required Proofs — Identity, Residency, Income

¢ 611 Income Eligibility: Determining Income Eligibility

¢ 612 Income Eligibility: Adjunct or Automatic Income Eligibility
4 613 Income Eligibility: What Counts as Income

¢ 614 Income Eligibility: Current Income Guidelines

4 615 Income Eligibility: Change in Income

¢ 616 Unavailable Proofs

4 635 Participant Notification: Eligibility and Rights & Responsibilities
¢ 640 Documentation Requirements for Certification in TWIST

4 655 Homeless Applicants

¢ 657 Migrant Workers: Definition

Overview:

This lesson covers how you will use TWIST to gather the information you need to
check in a participant. You will learn how to enter or update the “Income
Eligibility” and “WIC Intake” screens. In addition you will learn how these initial
screens are the foundation for the certification process.

In Chapter 3, Lesson 100 Applicant Prescreening we reviewed the process for
entering preliminary information on potential participants and creating a
temporary WIC ID in order to create an appointment. In this lesson we will
review what happens when a potential participant actually comes in for an
appointment. At this point, the user will gather information from the applicant
such as proof of residence, proof of income, referral information, etc.
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Applicants do not have to be prescreened prior to the completion of “Enrollment.”
However, any information entered in the “Applicant Prescreening” screen will be
displayed in the “Enrollment” screen and may be modified. Additional
information is also entered at this time to begin the certification process.

Instruction:

Updating or Entering Income Eligibility

As with “Applicant Prescreening” the “Enrollment” window is divided into two
sections. The top part of the window is titled “Selection,” which is blank until you
select a participant to enroll. If the participant has been prescreened the
participant’s system-generated WIC ID will display. The “T” in the WIC ID will
go away once the enrollment process for the participant is completed. The lower
part of the “Enrollment” window is divided into three tabs and we will start with
the first tab, “Income Eligibility.”

/4 NOTE: If the participant was prescreened, many fields will show information
gathered during prescreening. You will only need to verify that the information is
still current.

The starting point for this section is:
Client Processes = Enrollment and Intake = Enrollment

1. Search “Client Primary” for information previously entered on
the participant and return to the “Enrollment” screen with the
desired participant (if found).

%% Client Processes - [CP060S - Enrollment]
File  Edit ‘#indow Hslp

|B + - 2H|0F s @I

Selection ]
wIC ID: | Name: | DOB: 00/00/0000 WIC Cat.: Tr.Type:I_

Income Eligibility |WIE\ntake | |

{Income Eligibility |

J
Calculste Income For: [ERIGE -I Proof of ID: -|  Proof of Residency: I -
Mo In Farnily: Unbarn Counted: o Mew Income Date: |1 1jo1j2010

I—participatas

SMAP: ~| Cregon Health Plan: ~|  TANF: -] ‘EIig\bihtyPending:l_ Eligitility Pending Date:
| Incame Provider | Interval | Armounk | Source I Proof of Income | TMonthly | Annual |

i I = oo =l

Totals: 0.00 0.00

Clear Screen | Aweraging |

Immurnizations Dus | Assian B Groug | Aesign Peer Caunsslar | Client Disgualification | LChange Transaction T¥pe | D etermine Eligibility: |

Figure 1: “Income Eligibility” Screen
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“Income Eligibility” Fields
2. Select “Family” or “Client” for “Calculate Income for”.

J NOTE: “Client” is only selected for foster children in state custody. They are
considered a household of one. For all other situations use the default of “Family”
when determining income.

. Changing from “Client” to “Family” will generate a system
warning that all previous income information entered will be lost
when existing family income is retrieved.

3. On the “No. in Family” field, enter the number of family
members.
4. On the “Unborn Counted” field, enter the number of babies

being carried by a pregnant woman.

J NOTE: TWIST adds the “No. in Family” and “Unborn Counted” to
calculate total number in family when determining income.

5. On the “Proof of Residency” field, select the type of proof
provided.

6. On the “Proof of ID” field, select the type of proof provided.

J NOTE: The “New Income Date” field is system-generated and
automatically defaults to today’s date. Whenever changes are made to the screen
the system will automatically update this field.

7. On the “SNAP” field, select yes or no from the drop down list.

8. On the “Oregon Health Plan” field, select yes or no from the
drop down list.

9. On the “TANF” field, select yes or no from the drop down list.

/4 NOTE: Selecting “Yes” for “SNAP,” “Oregon Health Plan,” or “TANF”,
indicates the participant reports participating in one of those programs. They may
be adjunctively eligible.

10. Check the “Elig Pending” check box if the participant did not
bring proof of ID, residency or income.
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11.

12.

13.

14.

15.

16.

o If the “Elig Pending” box is checked, the participant will receive
only one month of Fls, and the “Elig Pending Date” will be
automatically populated with the current date.

. If the required proof is not documented within 30 days and the
check mark is not removed from the “Elig Pending” box TWIST
will automatically terminate the participant.

. If the terminated participant returns later with acceptable proof the
participant may be re-activated for the certification period
beginning the month the Fls were initially provided.

On the “Income Provider” field, identify who in the family
provides this income.

On the “Interval” field, select the income interval from the drop
down list.

On the “Amount” field, enter the amount of income the
participant receives for this interval.

. TWIST determines income eligibility automatically once the
“Amount” field is complete.
o If the amount of income entered exceeds the guidelines, a message

is displayed stating, “The client is not Income Eligible. Do you
want to print an Ineligibility Notice?”

. You may select “Yes” to print the notice and close the pop-up or
“No” to close the pop-up without printing the notice.
. If the amount of income entered exceeds most annual incomes, a

message is displayed stating ““$xxx,xxx is an unusually high
amount of annual income for any income source. Please verify the
amount and interval for row #.”

. If the participant is income eligible, nothing will appear and you
may continue.

On the “Source” field, select the source of the income from the
drop down list.

On the “Proof of Income” field, select the proof of income from
the drop down list.

. Selecting a proof of income from one of the four programs that
provide adjunctive eligibility (SNAP, Oregon Health Plan, TANF,
or FDPIR) will allow the income amount to exceed the guidelines
for the household.

Press Tab to create another line to enter additional income.
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o TWIST automatically calculates the monthly and annual salary
amounts based on the information you entered for each line.

. Cumulative totals are also calculated for all lines and displayed in
the “Totals” fields.

. If “Hourly” is selected as the interval TWIST calculates for a 40-

hour workweek. If income is based on less than a 40 hours per
week average, use “Monthly”.

17. Click the “Save” icon to save the income information for the
participant.

J NOTE: The “Clear Screen” button in the lower right hand corner will
remove all information on the screen.

J NOTE: The “Averaging” button opens the “Income Averaging” pop-up.
Please refer to Chapter 3, Lesson 100 Applicant Prescreening for information on
completing this pop-up.

You have completed income eligibility and are now ready to move on to the
“WIC Intake” screen. TWIST will automatically save your work when you move
to the next tab.

Entering and Updating WIC Intake

The starting point for this section is:
Client Processes = Enrollment and Intake = Enrollment

J NOTE: If the participant was prescreened, you will only need to verify that
the information is still current; however, you will have other fields to complete as
well.
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“WIC Intake” Fields

'_:u‘ Client Processes - [CPO605 - Enrollment State ID:3549991 Name: New, Child DOB:05,/0 =10 x|
File Edt “window Help

B+ -2 0F | s @5
|

4| Selection

WIC ID: [01043606-01  Name: fiew, Child DOB: [ 05/01/2010  WIC Ca. [CHILD, 24-60 MONTHS OLD Tr.Type: [N

Income Eligibility WIC Intake v | wiC Motes |

| WIC Intake |

Check If Mo Changes: [ WIC ID W
Other Family Members On WIC? [eHE ~ | Old wic 10: | Waiting List: |
Clinic: |Baker LI For Women Onl
WIC Category: [CHILD, 24-60 MONTHS OLD <] | Yoter Redistraton Offered: [ ~]
Are You a Migrant? m — Martal status: ;I
Are You Homeless? ﬂ il Education: =
May We Contact You By Mal? S LMP: J0f00/0000  orEDD: J0O/00/0000  ADD: 1D0/00j0000
May We Conkact You By Phone? FEs Mother's WIC ID:b1043606 -l_ Guardian Type: |
futa Scheduler, Oz [vEs =] Mather's DOE: [0/00/0000 D Proxy: |
Re-Ackivate? [] Medical Provider Info Present: []
Generate WIC 5 | Search for Family Members | WwC 1D Hiztory | Referrals | Medical Providers | Put O ait List |
r{ Certification Dates |
I Start Date I End Date I Transfer I Term Date I Term Type IData of Term Nntificatinnl
I3 BEEY J1oy31/2012 | Jo0/00/0000 |Client | jiojocyoo00

LCategary Histary | Termination/Ineligibility Reasons |

Immunizations Status | Aizsign FA Group | Lissign Peer Counselar | Client Dizgualification | Change Tranzaction Tupe | Dietermine Eligibiity |

|Ready | May 23, 2012 04:32 PM [Wernita Reyna | Baker CHD famnet_test / famnet

Figure 2: “WIC Intake” Screen

1. The “Check If No Changes” box can be checked if a participant
is being recertified and no changes are needed.

. The box cannot be used for an initial certification.

2. Select yes or no from the drop down list on the “Other Family
Members on WIC?” field.

3. Select the appropriate clinic using the drop down arrow on the
“Clinic” field.

4. Select the correct category using the drop down arrow on the
“WIC Category” field.

/4 NOTE: Click the “Question Mark’ button to the right of the “Are You a
Migrant?” field. A pop-up is displayed with the definitions for migrant and
homeless.
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J NOTE: Selecting “yes” in either of these fields will generate the appropriate
nutrition risk for this participant and also will allow the participant to choose the

1€} & temporary accomodation in the residence of another individual; o

Migrant:

& person whose principal employment is in seasonal agriculkure, who has been sa
emploved in the lask 24 months, and who establishes, because of that employment, a
temporary abode -

Homeless:
& waman, infant or child whio lacks a fixed and reqular nighttime residence, or whose
primary nighttime residence is one of the Following:

a) & supervised publicly or privately operated shelber { including a welfare hotel, 3
congregate shelker, or a shelker For vickims of domestic violence 1 designated ko
provide temporary living accomadation;

b} &n institution that provides a temporary residence for individuals intended ko be
inskitukionalized;

d} & public or private place not designed For, o ordinarily used as, a regular sleeping
accomodation For human beings such as cars, park benches, abandoned buildings or

camp grounds,
Close i

Figure 3: “Migrant & Homeless Definitions” Pop-Up

Click the “Close” button to close the pop-up

Select the appropriate answer using the drop down arrow on

the “Are You a Migrant?” field.

Select the appropriate answer using the drop down arrow on

the “Are You Homeless?” field.

homeless food package.

8.

10.

The “May We Contact You By Mail?” field displays information

gathered on the “Client Master” screen.

The “May We Contact You By Phone?” field displays
information gathered on the “Client Master” screen.

Select yes or no from the drop down list on the “ Auto
Scheduler, OK?” field.

. This field defaults to “Yes”.
o Selecting “No” prevents Auto Scheduler from automatically
scheduling the participant.

J NOTE: If your agency is not using the Auto Scheduler then you should
always select “No” for this field.
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J NOTE: TWIST will automatically fill the “Re-Activate?” box if the “Re-
activation” transaction type is selected. You will learn more about transaction
types in Chapter 3, Lesson 800 Change Transaction Types.

/4 NOTE: The “Waiting List” field is display only and will be populated after
you complete the “Put on Wait List” pop-up as necessary. The waiting list
function is covered in a separate lesson.

11. Select the appropriate answer from the drop down list for the
following information in the “For Women Only” Box if the
participant is a woman.

111 Voter Registration Offered

o “Yes” = Voter Registration was offered to participant
(regardless of whether they registered, were previously
registered, or elected not to register).

o “No” = Voter Registration was not offered (forgot to do it).

o “Not applicable” = Participant not eligible to vote
(known non-citizen, woman under 18 years).

11.2 Marital Status
11.3 Education
11.4 LMP or EDD field if the participant is a pregnant woman.
/4 NOTE: If you enter the LMP, TWIST will calculate the EDD for you, or vice
versa.
115 Enter the appropriate date in the “ADD” (Actual Delivery
Date) field if the participant is a Breastfeeding or Postpartum
woman.
. Certification End Date will be calculated from these fields.

/4 NOTE: LMP or EDD will be reflected in the Medical Data box of the
“Woman Certification” screen where this information is mandatory.

12. Enter the last two digits of the mother’s ID number in the
second box of the “Mother’s WIC ID” field.

. The field will be enabled once you save the participant’s info and
then only if the participant is an infant or child.

o The system will complete the first box with the mother’s “Family
ID” number.
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Entering the mother’s ID number will establish a link between
infant or child and mother.

“Mother’s DOB” field will be populated by the system once the
mother’s ID number has been entered.

“WIC Intake” Buttons

13. Click the “Generate WIC ID” button, if it is enabled, to generate
a WIC ID number.

If the participant has been prescreened a temporary ID number will
have been generated in the “Applicant Prescreening” function.
TWIST will remove the “T” from a temporary 1D number
generated in the “Applicant Prescreening” function once the
“Enrollment” screen is saved.

The “WIC ID” field will display the current WIC ID number.

The “Old WIC ID” field will display the old WIC ID if applicable.

J NOTE: The “Search for Family Members” button is enabled only if other
family members are on WIC. Information on the “Search for Family Members”
button can be found in Chapter 3, Lesson 100 Applicant Prescreening.
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. When a participant has a different address and/or phone number
than the family it has been linked to, a message will automatically

pop-up requesting which address or phone profile to use.

CP270 - Cascade Family Addresses

. Gelect Address To Use For Family |
" CLIENT

address Details |

May we contact
Addr Type Str# PreDir Skr Name Str Type Post Dir Apt City State Zip +4 you by mail?
FAMILY #946445 [ves
Jp003557000 123 [ home | | | TUALATIN  joR  pFosz |
IINCDME, PREGNANT es
j1o0039700 | [ | | | | | | |
QK I Cancel

Figure 4: “Cascade Family Addresses” Pop-Up

. To change the participant’s address to match the family address,
select the “Family #” button in the “Select Address to User

for Family” section.

o To keep the participant’s address different from the other family

members, select the “Client” button.

. The “Address Details” section lists the Client and Family #

addresses. Click “OK™ to close the pop-up.
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CP280 - Cascade Family Phones

June 1, 2012

*SEIEn:t Phone Mumbers to use for Family I—

~ CLIENT

-Filient Phone Mumber Details |
ANSWE Preferences May we contact

you by phone?

Phone Type Phone Mumber Ext Phone Option ¥Yoice Text
FAMILY #946445 ‘fes
[cell Phane | (503) Bs5-5555 | Foth voice B Text | es | es

I[NIIIME, PREGNANT ¥es

'\ID Phone | | | | | Mo | Mo

] I Cahcel

Figure 5: “Cascade Family Phones” Pop-Up

o To change the participant’s phone profile to match the family
phone profile, select the “Family #” button in the “Select
Phone Numbers to use for Family” section.

. To keep the participant’s phone profile different from the other
family members, select the “Client” button.

. The “Client Phone Number Details” section lists the Client
and Family # phone profiles. Click “OK” to close the pop-up.
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CP285 - Cascade Family E-mail

-ISEIEI:I: Email to use for Family Ii
i+ FAMILY #946445
i~ CLIENT
-FZIienl: Email Details I
ANSWE E-miail
Client E-mail Preference Indicator
FAMILY #946445
| | Mo
IINEEIME, PREGMNAMT
| | Mo

] I Cancel

Figure 6: “Cascade Family E-mail” Pop-Up

. To change the participant’s email address to match the family
email address, select the “Family #” button in the “Select Email
to use for Family” section.

o To keep the participant’s email address different from the other
family members, select the “Client” button.
. The “Client Email Details” section lists the Client and Family #

email addresses. Click “OK” to close the pop-up.

14.  Click the “WIC ID History” button to open the pop-up.
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CPOBOS - WICID Histary 7 ks
| WIC ID History | -
| odwicin | StartDate | EndDate |

Cloze I

Figure 7: “WIC ID History” Pop-Up

o All old ID number information will be displayed.

J NOTE: See Chapter 3, Lesson 808 Foster Families and Custody Changes for
information on changing a participant’s WIC ID number.

15. Close the pop-up.

16.  Click the “Referrals” button to open the “Referrals from WIC”

pop-up.
Z# CPO9DS - Referrals from WIC x|
[ Referrals from WIC |
I Visit: Date I Referral Category I Organization I Phone Mumber | Skatus |Date Endedl
LI',JS,I'ZS,I’ZDIZ | || || |Recommended || oo/oofo0o0
Inzert Bemave | oK I Cancel Hore Infa.
Figure 8: “Referrals from WIC” Pop-Up
. This pop-up is used to document referrals offered or provided to
the participant.
o “Referral Category” is used to indicate the type of referral being
made.
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17.

18.

19.

o “Organization” is used to indicate the name of the referral
organization.

. “Phone Number” displays contact information for the referral
organization.

o “Status” indicates the referral status.

) The “Insert” button in the lower left hand corner can be used to
create additional rows.

o The “Remove” button can be used to remove a row.

Click “OK” to close the pop-up and save your changes.
Clicking “Cancel” will close the pop-up without saving the information.

Click the “Medical Providers” button to open the “Medical
Providers” pop-up.

: i |MEdicaI Providers - |

l Doctor's Mane ] Phiorie ]
_!-_?Z)r Bunson Honeydew ¥555) 555 - 1000

QK Cancel

| Inzert I

Figure 9: “Medical Providers” Pop-Up

. “Doctor’s Name” is used to enter the medical provider’s name.

. “Phone” is used to enter medical provider’s phone.

. The “Insert” button in the lower left hand corner is used to enter
additional doctor’s information.

. The “Remove” button is used to remove a row.

Click “OK” to close the pop-up and save your changes.
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) The “Medical Provider Info Present” box will be checked
once information has been entered in the “Medical Providers”
pop-up.

. Clicking “Cancel” will close the pop-up without saving the
information.

= Practice Activity #1:

The starting point for this section is:

=

w

Client Processes = Enrollment and Intake = Enrollment

Click on the “WIC Intake” tab to access the “WIC Intake” screen.
Review the information on the screen and verify/change the following
information:

“Other Family on WIC?” — No

“Are you a Migrant?” — No

“Are you Homeless?” — No

“Auto Scheduler, OK” — Yes

“Voter Registration Offered” — Yes

“Marital Status” — Unmarried

“Education” — High School Diploma

“EDD” - 3 months from today’s date.

Save the updated information.

Open the “Referrals from WIC” pop-up and enter Health Department
Programs in the “Referral Category.”

Click “OK?” to close the pop-up.

Open the “Medical Providers” pop-up and enter your doctor’s name
and phone number.

Click “OK” to close the pop-up.

Reviewing “ Certification Dates” Section

Cetrtification Dates

|
Skart Date I End Date I Transfer I Term Date I Term Type I Date of Term Motification
[ fizjarfzo0 | Jn0joofa0n0 |client -] jn0fo0fo00n

LCategory Histary | Temmination/neligibility Reasons

Figure 10: “Certification Dates” Pop-Up

J NOTE: TWIST will allow the “Start Date” and the “End Date” to be
modified within 30 days of the original entries.

o The “Start Date” for new enrollments will be system generated as
today’s date.
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o The system will calculate and display the “End Date” based on the
start date, the category, the EDD, or the ADD.

1. Click the “Category History” button to open the “Category
History” pop-up.

CPOG1S - Category History

-|Category History |

‘Cert Skart Date | Cerk End Date MWIC Category Cabegory Stark | Category End
Diake Date

[NEARNT, BREASTFEEDING, 4-5 MO, RECEIVING Fdi 2/02 2005 B4/a0/2008
11222005 |D4/50/2006 INFARNT, NONEREASTFEEDING, 0-3 MO, FECEIVIM 1/22/2005 12)01 /2005

Figure 11: “Category History” Pop-Up

. This pop-up will display the “WIC Category” entered above as
well as any other WIC categories the participant had been
previously assigned, if applicable.

2. Click “OK” to close the pop-up.

3. View the next four fields which are system-generated.

o If the participant has been transferred the “Transfer” field
displays that information.

. If the participant has been terminated the “Term Date” field
displays the date the participant was terminated.

o The “Term Type” field indicates whether the participant or entire
family was terminated.

o The “Date of Term Notification” will be automatically filled by

TWIST once a Termination notice is printed for a participant.

4. Click the “Termination / Ineligibility Reasons” button to open
the “Ineligibility / Termination Reasons” pop-up.
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CP1305 - Ineligibility / Termination Re |

| Ineligibility / Termination Reasons |

Ineligibility | Termiration Reason

Irzert Remove I oK. I Cahcel

Figure 12: “Ineligibility / Termination Reasons” Pop-Up

. This screen displays system-generated reasons for ineligibility or
termination.
o Click the “Insert” button in the lower left hand corner to enter

additional reasons.

J NOTE: Learn more about termination and ineligibility in Chapter 3, Lesson
805, Terminations/Ineligibles.

5. Click “OK” to close the pop-up and save your changes.
. Clicking “Cancel” will close the pop-up without saving the
information.
6. Click the “Change Transaction Type” button to open the

“Select Transaction Type” pop-up.
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[Transaction Types

[ Mew
[T Display

[ Re-cerkification
| TErmina!:iu:u.n
[ Re-activatian
[T Rednstate

oK | Cancel J

Figure 13: “Select Transaction Type” Pop-Up

6.1 New - this is automatically generated for a participant who
does not have a WIC record.

6.2 Display - this type will be used if the user wants to “view” a
record without making changes.

6.3 Change - this type is used when any change is needed.

6.4 Recertification — this is auto-generated if a participant’s
recertification is due. However, it can be selected manually.
See Chapter 3, Lesson 700, Recertification.

6.5 Reinstate - this type is used when the participant is
terminated and more than 30 days past the certification end
date. See Chapter 3, Lesson 801, Reactivate and Reinstate.

6.6 Termination — this type is chosen if a user needs to manually
terminate a participant.

6.7 Re-activation - this type is used to re-activate a participant
who was terminated but is still within their certification period.
See Chapter 3, Lesson 801, Reactivate and Reinstate.

7. Click “OK” to save the transaction selection and close the
pop-up.

Clicking “Cancel” will close the pop-up without saving your
selection.
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8. Click the “Client Disqualification” button to open the “Client
Disqualification” pop-up.

ane Clear Screen | Aweraging
Client Disgualification | Change Transaction Type | Determine Eligibility |

Figure 14: “Client Disqualification” Button

. The “Client Disqualification” button is present on all
enrollment screens.
. This screen displays State-entered disqualification data and proxy-

in-lieu-of-disqualification information. This pop-up is “display
only” for Local Agency users. Please see Policy 590 Participant
Violations for more information.

J NOTE: The fields will contain data only if the participant is or was in a period
of disqualification.

J NOTE: If the participant is in a state of disqualification, the system will
generate an error if the user attempts to change the transaction type.

. If a participant is currently disqualified and has a proxy-in-lieu-of-
disqualification (someone obtaining services for the participant),
the “Assigned Proxy” field will turn red and be populated with the
proxy’s name.

Inzome Eligibility v WIC Intake v l WIC Mates l

[WIC Intake |

Cherck I Mo Changes: [ WIC ID: D0768692-01  Mail Code: [STATE PRINT =l
Other Family Mermbers On WIC? oldwicio:[  waiting List:
Clinic: [CANEY [=] - For Wamen Only
WIC Cateqary: [CHILD, 12-23 MONTHS OLD [=7] | e sl O el
fAre You a Migrant? Marital Status: | [~
Education: | =

Are You Homeless? o
May We Contact You By Phone?
May We Contact You By Mail?

LMF: pO/O0J0000  or EDD: 00/00/0000  ADD: POj00/0000

Mother's WIC ID:ED?68692 - Guardian Type: Bther

Auks Seheduler, OK? Mather's DOB: DOf00/0000 Assigried Praxy: IESIPEORSII
Re-activate? [] Compliance Client:[— Medical Provider Info Present: [] k
| | WIC ID Hisk ory | Referrals | Medical Providers | Put On Wait List |

Figure 15: “Assigned Proxy” Field
“Disqualification Data” Fields

o These fields contain information about current and past
disqualifications.
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7 CP1355 - Client Disqualification i X

-| Disqualification Data |
Diggualification Data
StartDate | EndDate | Active |Case 1d Notes FirstMarre | MI| LastMarm
3/08/2005 pgmsxzous I\"es v| esi | Froxy
4 | i

Inisert | Remove | Ok I Cancel |

Figure 16: “Client Disqualification” Pop-Up (Disqualification Data)

8.1 Start Date — beginning of the disqualification period.
8.2 End Date - end of the disqualification period.
8.3 Active — if “Yes” a disqualification is in effect and participant

is not able to receive services; if “No” disqualification could be
going through an appeal, payment plan, or exception and
participant is able to receive services.

8.4 Case Id — investigation file number.

8.5 Notes — any notes relevant to the disqualification.

“Proxy Info” Fields

x

‘-}5‘ CP1355 - Client Disqualification
-| Disqualification Data I

Proxy Info
FrrstMame |MI| Lasthame | Address | City State | zip Code
esi | Froxy |1 23 Wy 3rd St pregon City R |9?333

Inisert | REemave: | Ok I Cancel |

Figure 17: “Client Disqualification” Pop-Up (Proxy Info)

. These fields contain name and address information for the proxy-
in-lieu-of-disqualification.

0. Click “OK” to close the “Client Disqualification” pop-up.
J NOTE: The “Determine Eligibility” button is present on all enroliment and

certification screens but is not enabled until a certification is complete. For more
information please refer to Chapter 3 Lesson 200 Certification Overview.
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10. The “Assign Peer Counselor” button appears at the bottom of all enrollment
screens but is only enabled for women participants. After a peer counselor has
been assigned, “PC Status: Active” will display on the title bar following the
participant’s name and date of birth. When a woman is no longer participating in
the peer counselor program, the status will be “Inactive”. For more information
please refer to Chapter 3 Lesson 103 Breastfeeding Peer Counselor Assignment.

7 Cliemt Processes - [CPOSOS - Enrollmant State ;2582516 Mamo: QUINONES, BRENDA  DOR:05/27/1 955 P Status: ACTIVE] _l&lx]

B [ e
F+-FH 2% ha

[Gebection |

wit i [rrsiear naf [ | wee cor: From, R TR TrType T
Ircons Eighily % WIC Intake ¥ |WiCHetes |
[wWiC Intake |
Chack IF Mo Chianges: [+ W i POTITEISOL
Gt Fardy Mermbens On Wi (TR =] ok wac 10c [ Wisting List: |
Ciric; [FECFORD PaNISH =] - For Woier Gy
WIE Cotoguu: [WOMEH, NOFFBREASTFEEDING = Yoter extitration Offsred: ‘ﬁ__ =]
EE e oy e m‘gﬂﬂl’:ffﬂm STLDENT El
s Yot [0 =] | == et : =
Moy Wie Contact 'rou By Mal? fFES L [ TR S IR
May W Contact Yo By Prane? [FES Macher's WIC 10+ Guardian Type:
Aty Sehaduer, 07 [F5 = Mather's DOE: POTO00D - D0 Brevew: |
Ee-activaber [] IMedical Provicler I Presert: []
| ; | waCwiisey | Beess | MedcalProviders | pabnwatlie |
{Certilication Dates |}
St Dote | EndBote | Trarafer | Termbate || Torm Type | Doboof Torm Hotfication| »

3 CIHEAT] 3300 Hhert

a1 3010 L2000 (Chert -

L T L erk =] P00 e

Categoy Hitory | Teminaiionesiobilty Rasions |

| | _ theson Proer Cournebor | oot Dingruaiication | Change Tranaaction Type | Deteovins Eigtilly |

Fnady | Gickches 25 2071 1255 PM | Sude Ao Jackion £HE |

Figure 18: “WIC Intake” PC Status in Title Bar

Entering a WIC Note

The next tab is “WIC Notes.” Please refer to Chapter 3, Lesson 100 Applicant
Prescreening for information about this tab. Entering information in this tab is

optional.
= Practice Activity #2:

The starting point for this section is:
Client Processes = Enrollment and Intake = Enrollment
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1. Click on the “WIC Notes” tab to access the “WIC Notes” screen.
2. Double click in the “Notes” field and enter a short note.

3. Click the “Reminder” box.

4. Click “OK?” to close the pop-up.

5. Save your work and exit.

v"Skill Check:

Your participant comes back for her appointment. Access her previously entered
information and complete her “WIC Enrollment” screens with the following
information.

She is not a migrant or homeless.

She was referred to WIC by the Oregon Food Bank.

Her doctor is Samuel Blue, 503-993-2201.

She has a high school diploma.

She does not want to register to vote.

She does not want to be Auto Scheduled for an appointment.

X Tips and Shortcuts:

Tabs can be completed in any order.

Once you complete a tab you may save the information manually or
TWIST automatically saves the information once you move to the next
tab. A blue check mark appears on each tab once the information has been
entered and manually or automatically saved.

& Notes
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Chapter 3: Participant Processes

Section 1: Intake
Lesson: Breastfeeding Peer Counselor Assignment
Objectives:

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

. use the “Assign Peer Counselor” function;

o modify information in the “Assign Peer Counselor” screen;

. assign a peer counselor to a participant that has had a peer counselor with
a previous baby;

. inactivate a participant in the breastfeeding peer counseling program; and,

. print peer counseling reports.

Oregon Policies:

. 718  Breastfeeding Peer Counseling: Job Parameters, Protocol
and Scope of Practice

Overview:

This lesson covers how you will use TWIST to assign a Breastfeeding Peer
Counselor to a WIC participant who is pregnant and has indicated that she would
like to have a Breastfeeding Peer Counselor. You will learn how to enter and
update data in the “Assign Peer Counselor” screen. You will learn the impact this
screen and fields have on the reports that Breastfeeding Peer Counselors,
Coordinators and State WIC Staff use, and you will learn how to print a Peer
Counseling report.

J NOTE: Once a participant has been assigned to a peer counselor in TWIST,
a schedule of calls is available in the report “PC Schedule for Participant
Contacts”. See the last section of this lesson on running Peer Counseling Reports.

Instruction:

Entering or Updating the Peer Counselor Assignment

The starting point for this section is:
Participant Processes = Enrollment and Intake = Enrollment
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J NOTE: The participant must be fully certified in TWIST before assigning a
peer counselor.

1. Open the “Enrollment” screen and retrieve the participant to
be assigned a peer counselor.

“# Client Processes - [CPO60S - Enrollment State ID:3439304 N

Elle Edit Window Help
[+ - @ |0k |t 2@ o

| [Selection |

=10l x|

WIC ID; 101432701 Names: [Tester, Peer Counselor

DOB: 05/01/1969  WIC Cat.: [WOMAN, PREGNANT Tr.lyper

Income Elighilty v WIC Intake I\mt Notes |
~[WIC Intake |
Cheek If No Changes: | WICID: P1014327-01
ummﬂmmlm'l Old WIC ID: Waiting List: [
Clinic: [sEND | For Women Only
WIC Cateqory: [WOMAN, PREGNANT

5 | ot e |

e Marital Stabus: [DOMESTIC PARTNER |
Are You » Migrant? &
A 2o =1 2 Education: [ASSOCTATES DEGREE -
May We Cantact You By Phone? | <] LMP: 03/07/2010  or EOD: [i2/12/2010  ADD: Jiojo0/0000
May We Contact You By Mail? |vES x| Mother's WIC 10:] - Guardian Type: |
Auto Scheduler, OK? l\‘ES Vl Mother's DOB: D0J00{0000 DQ Proxy; |
Re-Activate? [] Wedical Provider Info Present: []

CI0 | | Geschfor Fariiy Merbers | WACID Histoy | Releial: | Medical Providers | PutOnWaitlist |

|Eertiﬁcarion Dates

| statDate | EndDaste | Transfer | TermDate | TermType |Date of Term Notification |
P poisjzon pijatzon | [pofoojonon [Chent | Pofoofonon

Category History |
Dz | | Bssicr /4 i Assion Peer Counselor | [Client Disg

Temination/Ineligibiity Reasons |
Change T Type
| I

Detemine Elghiy |
|Ready

| September 21, 2010 10:33AM | Diane Amold

| Deschutes CHD

amnet_test / famnet

Figure 1: “Enrollment” Screen

2. Click on the “Assign Peer Counselor” button at the bottom of

the screen to open the “Assign Peer Counselor” pop-up.

[ Certification Dates ]

| statDate | EndDate | Transfer | TermDate

Ipsfeafeoin pafatizo |

| Term Tupe | Date of Term Notification |
[pojoojoono |cient | jpnfonjonon

CategarpHistoy | Temination/Inelgibiiy Fieasons |
Immurizations Due | dssign FA¢ Group Assign Peer Counselor | Client Disgualfication | Change Transaction Type Determine Elighility |
5 CP1455 - Assign Peer Counselor
eer Counseling

x|

I
Start 0 End Date | PC Lev}'\ Peer Counselor | Status Inactive Date | Inactive Reason
3 pe/aofzo1z | ~[[Cahi Counselor ~IBCTIVE  [oojo00/0000 |

= Bemove | o ol

Figure 2: “Assign Peer Counselor” Pop-Up showing Start and End
Dates auto-filled
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J NOTE: The Start Date will automatically fill with today’s date. The End Date
will automatically fill a date six months from the EDD rounded to the end of the
month. Once the ADD has been entered in the Intake Screen, the End Date will

adjust to six months from ADD.

4 NOTE: Peer counselor staff must first be added to the “Staff Information”
table in the “Operations and Management” module, which requires the
Breastfeeding Peer Counselor Coordinator to have the correct security role.

% CP145S - Assign Peer Counselor i x|
-Feer Counseling |
Peer Counselor \\Etatus I Inactive Datel Inactive Reason |
v pojoo/ooon | =
Algjandra Talavera
Test Staff
| — | i
Inzert Bemove | Ok I Cancel

Figure 3: Peer Counselor” drop down displaying peer counselors

3. Click on the name of the counselor.

W LA ] e ]

Status | nactive Date |

Inactive Reason |

pofoo/oo00 |

4

|
Inzert | Remove |I Cancel |

Figure 4: “Peer Counselor” field with counselor selected
and OK button

4, Click on the “OK” button to close the “Assign Peer
Counselor” Screen.

J NOTE: TWIST automatically adds “ACTIVE” to the Status field after OK is clicked

and the Assign Peer Counselor screen is closed. When a woman is no longer
participating in the peer counselor program, the status will be “INACTIVE”.

J NOTE: To change a peer counselor, repeat the process for accessing the
Assign Peer Counselor screen and select a different peer counselor.
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5. Select "PC Level."

o Agencies with Breastfeeding Peer Counselor programs may assign
one of two PC levels, “PC” or “PC1”. The levels are used to
organize the Peer Counseling program participants into the two
groupings.

. TWIST will auto fill "PC" when you assign a woman to a peer
counselor. “PC” identifies the routine service - enrolling pregnant
women into the prenatal series.

o “PC1” identifies the non-routine service - enrolling pregnant women
and following them individually during office visits, one to one,
instead of in a group.

P1455 - Assign Peer Counselor ll
-Peer Counseling ﬂ
| Start Date | End Date /[ PC Level \ Peer Counselor | Status | Inactive Datel Inactive Reason
P |nei0gj2011 P6/E0/201 ~ || Caroh Counselar ~|wcTivE pojooioooo |
P
FC1
<« | 2
Insert | Remaove | 0K I LCancel
OGOy TSty I el

Figure 5. PC Level drop down

o Once the PC level is assigned on a participant's "Assign Peer
Counselor" pop-up, it will display on the blue title banner for the
client at the top of the screen. The blue banner will display
"PC Level: PC,"” "PC Level: PC1" or “PC Status: Inactive."

2% Client Processes - [CPO60S - Enrollment State ID:990919 Name: DOE, JANE DOB:11/04/19 @ _ =] x|

Fle Edt Window Help

ﬂm|+—|mﬂ\co;i~'|aslng.|§\

Selection ]
WIC ID:[00474323-01  Name: POE, IANE DOB:[ 11j04/1573  WIC Cab.: fWeMaN, FULLY BREASTFEEDING  Tr.Type:[<

Income Eligbiity  «  WIC Intake v |w|z Hotes |

Check IF No Changes: ¥ WIC I0: [P0474323-01
Other Family Members On WIC? {55 ~ old wiC 10: | Waiting List: |

Clinic: [OREGON CITY x|~ For women Onl;

WIC Cateqory: WOMAN FIILLY BREASTFEEDING =] | oker Redistration Gfersd: VES

Are You a Migrant? NO = . Marital Stakus: UNKNOWN
Are You Homeless? m Education: |HIGH SCHOOL DIF‘LOMAJ’GED

P e R EHELERIE anm i

WIC Intake | ‘

Figure 6: PC Level Status dlsplay in blue banner.
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Assigning a Peer Counselor When the Participant has had
a Peer Counselor With a Previous Baby

1. To add the peer counselor assignment for a new pregnancy,
click the “Insert” button in the “ Assign Peer Counselor”
pop-up to add a new row.

e e e (| |
= % CP145S - Assign Peer Counselor
1

-Peer Counseling |

nd Da PC Level i Feer Counselor | Stalis | Thactive Date | Tnactive Reason

riDa |
| 101 12010 ) TTEEI | fin/onjonnn k|
I R L e TR R e TS Taavers AT TIVE 570 2009 [STOppe ETEasTeetg ]

4 — | 2

@ Femove | oK I LCancel

Figure 7: New row inserted when participant was assigned a
Breastfeeding Peer Counselor with a previous baby.

2. In the new row, follow the steps for assigning a peer counselor
described in the previous section.

Inactivating a Peer Counseling Participant

The “Assign Peer Counselor” screen is designed to update the reports that the
Breastfeeding Peer Counseling Coordinator uses to manage the program,
including when and why a participant stops participating.

The starting point for this section is:
Participant Processes = Enrollment and Intake = Enrollment = Assign

Peer Counselor

B

£ CP1458S - Assign Peer Counselor: [ _ x|

rPeer Counseling |

Start Date End Date PC Level Peer Counselor | Status | Inactive Datel Inactive Reason

b |pajoerzoi0 pejanfzoil | |Alejandra Talavera ~lpcTivE pofoo/o00d ~

In-State Transfer =

Moved From Clinic Area

Moved Out of State

Other

PC Cannot Reach Client b
| Stopped Breastfeeding J

Insert | Bemove | Ok I Lancel |

Figure 8: “Inactive Reason” drop-down list
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1. Select an Inactive Reason

J3 NOTE: The “Status” and “Inactive Date” will auto-fill once a reason has been
selected. This date can be changed manually.

Select “Other” for inactive reasons not in the drop down list, including:

Miscarriages

Victims of domestic violence that have moved for safety reasons
Deceased mother or baby

Incarceration of mother

LEULUE bR | LU UL |ihent | UL | |1

x|

| Noes SN | Clinic | active |

: QFENB r

Insert I Bemaove I | oK I LCancel I

Figure 9: “Notes” field
2. Scroll right to the “Notes” field if needed.
3. Click the OK button to close and update the record.

Peer Counseling Reports

The starting point for this section is:
Client Processes= Reports = Nutrition Education = Peer Counseling
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¥ Reports =] |

Eile ’M Appointrment Scheduler  Food Instruments  Financial Mgmt.  System Admin,  Operations Mgrmt,
_Wenc  pocurnents * I Help
S Health Outzomes

Mutrition Education Breastfeeding
Risk & Diet Fruit & Yegetable Study
e Group Nutrition Education Classes
High Rigk
Misrcellanenus
Mutrition Education Tracking
Outcomes
Breastfeeding Rates
Cazeload Surmrmary
Client Demographics
Client Participation
Eood Package Redemption
Schedule for Client Contacts

| October 26, 2010 10:10 &M | Diane Anold | Deschutes CHD

Figure 10: File Menu with Breastfeeding Peer Counseling Reports.

The reports available in the Peer Counseling File Menu are specific to
Breastfeeding Peer Counseling participation and include:

e Breastfeeding Rates

e Caseload Summary

e Client Demographics

e Client Participation

e Food Package Redemption

e Schedule for Client Contacts

The Start and End Dates and Inactive Dates in the Assign Peer Counselor pop-up
affect the data in all of these reports.

See Chapter 7 for information about printing reports. All TWIST reports provide
a blank screen to enter selection criteria for the report you want to run.
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It will also display on these reports: Peer Counseling Client Participation and
Breastfeeding Tracking Function Call Back.

ol x|

ﬂmﬂ|@\‘&|%éa||< E]

election |
From Date: ﬁDJ’DDp’DDDD Agency: G rc ol = I )] Sork By: & gl[l;a[?:l I:SFDHE
To Date: 00/00/0000 | =] Peer Cousslor: | " Language | ADD } EDD

" Language | Client Hame

Save As Encel |

|Ready | October 28, 2010 11:10 &M | Diane Amald | Deschutes CHD famnet_test / famnet

Figure 11: File Report Selection Criteria Screen for
“PC Schedule for Participant Contacts” Report.

J NOTE: The Breastfeeding Peer Counseling Coordinator will print
“PC Schedule for Participant Contacts” reports and give them to the peer
counselors after participants are assigned in TWIST.

= Practice Activities:

Run a “PC Schedule for Client Contacts” for a specific peer counselor for this
month.

Double click the “Reports” icon on “Select Modules” screen.

Select “Client Processes”.

Select “Reports”.

Select “Schedule for Client Contacts”.

Select a peer counselor.

Enter a “From” date of the first of this month and a “To” date of the last
day of this month.

Click the “Run” icon.

8. Do not print report.

Sk~ wd P

~
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