
Documenting Vendor Monitoring Visits and Inventory Surveys in Crossroads 

For the State WIC Agency to successfully process a completed vendor monitoring visit, both the Vendor 
Monitoring Visit and Vendor Inventory Survey screens must be completed in Crossroads.  

When entering findings for currently authorized and applicant retail vendors into Crossroads, both the 
Vendor Monitoring Visit and Vendor Inventory Survey screens must be completed. 

 
Note: For currently authorized free-standing pharmacies, only the Vendor Monitoring Visit screen needs 
to be completed in Crossroads. For Free-standing pharmacy applicants, both the Inventory Survey and 
Vendor Monitoring Visit screens must be completed in Crossroads. 

 
The Vendor Inventory Survey screen should be completed first, prior to the Vendor Monitoring Visit screen 
for all types of monitoring visits including: 

• Pre-Authorization 
• Second Pre-Authorization 
• Routine 
• Follow-up 
• Special Request 

After completion of the vendor monitoring visit; document the visit in Crossroads then the WIC monitor 
should email the White copy of the monitoring report to the State WIC Office within two business days 
(email the report as a PDF file to your WIC Vendor Consultant and the WIC Vendor Unit Mailbox: 
NCWICVendorQuestions@dhhs.nc.gov). 



Documenting the Results of a Vendor Monitoring Visit in Crossroads 
 

 

Since the vendor monitoring 
visit is documented on both 
the Vendor Monitoring Visit 
and Vendor Inventory 
Survey screens in 
Crossroads, it is standard 
practice to document the 
minimum inventory results 
(page 2 of the WIC Vendor 
Monitoring Report) prior to 
documenting the monitoring 
visit results (page 1 of the 
WIC Vendor Monitoring 
Report). 

 
To enter findings for a 
monitoring visit, search and 
access the vendor’s record. 
Then under the Quick Links 
you will see Inventory 
Survey and Monitoring Visit 
links. 
 
For vendor applicants, this 
screen will be accessible 
through the vendor 
applicant’s Authorization 
Checklist. 

 

Quick Links for Authorized Vendors Authorization Checklist for Vendor Applicants 

  



Vendor Inventory 
Survey 

Minimum inventory results are 
documented on the Vendor 
Inventory Survey screen. To enter 
findings for minimum inventory 
(page 2 of the WIC Vendor 
Monitoring Report), search and 
access the vendor’s record. Go to 
the Quick Links> Operations> 
Inventory Survey. 

For vendor applicants, this screen 
will be accessible through the 
vendor applicant’s Authorization 
Checklist. 

Under Minimum Inventory Survey 
Information: 

1. Modify the Survey Date. This 
should reflect the date that you 
visited the store. 

2. Let the Survey Time default to 
the current time. 

3. Select the Survey Status as 
Complete. 

4. Select the staff member that 
performed the Inventory 
Survey in Survey Performed By. 

5. Only check This is an 
authorization related survey if 
the survey is for New Vendor 
Authorization. 



6. Within the Inventory Items
grid, enter or select:

• Shelf Price Missing if
the shelf price is missing.

• Enter an Acceptable
Quantity and/or an
Unacceptable Quantity
(Expired).

For fruits, vegetables, dry 
legumes or peas, infant fruit 
and vegetable, adult breakfast 
cereal, and juice add the 
variety specific quantities 
together and enter that 
number into the Acceptable 
Quantity field. If acceptable 
quantity is less than minimum 
inventory, the row turns red. 

• Click on the sticky note under
the comments column to add
any shortages

• The sticky note is where you
must document the brand,
variety and quantity for each
fruit, vegetable, dry legumes
or peas, infant fruit and
vegetables, adult breakfast
cereal, and juice.

DO NOT select Meets Quantity Requirements. This is NOT a 
function used in NC. If you select this option, it changes all of values 

to “0” . Your WIC Vendor Consultant will contact you to request 
that you complete the inventory survey again for each category. 



• Selecting Meets 
Variety 
Requirements 
indicates that the 
variety requirements 
for that item have 
been met.

• Click on the sticky 
note under 
Comments to enter 
the varieties (types) 
listed on the 
Monitoring Report.

• Click on the sticky 
note to also add any 
information included 
in the far right 
column of the 
Monitoring Report 
(ex. expired foods).

7. Select Save to alert
State staff that the
Inventory Survey
portion of the
Monitoring Visit is
ready for assessment.
DO NOT select
Complete.

* In the sticky note, be

sure to include the
Applicant ID or
Vendor ID.



Vendor Monitoring 
Visit 

To enter findings for the monitoring 
visit section (page 1 of the WIC 
Vendor Monitoring Report), search 
and access the vendor’s record. Go 
to the vendor’s Quick Links> 
Operations> Monitoring Visit. 

For vendor applicants, this screen 
will be accessible through the 
vendor applicant’s Authorization 
Checklist. 

1. Add the Date of Visit. This
should reflect the date that
staff visited the store.

2. Select the Monitoring Visit
Status as Complete.

3. Select the Monitoring Visit
Type (i.e. Routing, Follow-
Up, Pre-Authorization,
Second Pre-Authorization
or Special Request).



4. Carefully choose 
Observations:

• Select YES if the 
vendor is non-
compliant/ deficient

• DO NOT check any of 
the boxes if the 
vendor is compliant.

• N/A is NOT an option 
used by NC. DO NOT 
SELECT N/A

5. Use sticky notes to 
document additional 
comments such as any 
problems, training 
needs, or corrective 
action plan.

* In the sticky note, be 
sure to include the 
Applicant ID or Vendor 
ID for the applicant or 
vendor.



6. Select the staff member
that performed the
monitoring visit in Visit
Performed By.

7. Click SAVE to alert State
staff that the
Monitoring Report is
ready for review.



Additional Documentation of Findings for a Vendor Monitoring Visit in Crossroads 

Page 1 of the WIC Vendor Monitoring Report - Section VII 

No Deficiencies: 

If there were no deficiencies found in either the monitoring visit section or the inventory survey section, the monitoring visit 

is ready to be assessed by the State WIC Agency. 

If Deficiencies Exist: 

If deficiencies were found in either the monitoring visit section or the inventory survey section, select those deficiencies on 

the Vendor Monitoring Visit screen. Utilize the sticky note beside the marked deficiency to document additional 

information related to the deficiency (be sure to include the Applicant ID or Vendor ID in the comment) 

Additional information related to the deficiency includes: 

• The corrective action plan (CAP) that was agreed upon by the vendor in Section B of VII- Monitoring Visit Findings 
should be documented in the sticky note beside Monitoring Visit Findings: Deficiencies found which is listed under 
Observations on the Vendor Monitoring Visit screen.

• Problems/complaints/comments expressed by the vendor in Section IV-Quality of Service.

• The need or request for follow-up training by the vendor as well as the date that training is scheduled or has taken 
place, Section IV-Quality of Service.

Note: Once complete, select SAVE to notify State Agency staff that the report is ready to be assessed. 





Documenting Section V (Inventory Survey) of the WIC Vendor Monitoring Report in Crossroads 

• Document the quantity to be counted towards minimum inventory (the amount written in the Quantity in Stock column on the WIC

Vendor Monitoring Report must match what is entered in Crossroads) in the Acceptable Quantity field. *Crossroads does not allow

the addition of a (+) sign to the Acceptable Quantity field. For variety specific items, add both quantities together and enter that

number into the Acceptable Quantity field. Document expired foods only in the Unacceptable Quantity field.

• If variety requirements were met for that inventory item, select Meets Variety Requirements.

• Use the sticky note to document details regarding expired foods (size, type, quantity, expiration date) along with observed

varieties for inventory items with variety requirements (be sure to include the Applicant ID or Vendor ID in the comment).

• If the shelf price is missing, select the Shelf Price Missing box for that inventory item.

*This Crossroads documentation DOES NOT change the accepted documentation procedure on the actual WIC Vendor Monitoring

Report form. Continue to process the paper WIC Vendor Monitoring Report form according to the Monitoring Instructions. 





Documenting Sections I, II, III, IV and VI of the WIC Vendor Monitoring Report in Crossroads 

Sections I, II, III, 
IV and VI 
• Select “Yes” for each

observed deficiency in
Section I, II, III, IV and VI
of the Monitoring
Report. Add a comment
to the sticky note
associated with the
deficiency to further
explain the deficiency. Be
sure to include the
Applicant ID or Vendor ID
in the comment.

• Select Save once this
information has been
entered on the Vendor
Monitoring Visit screen
to finalize your
documentation for
Section VII.



Documenting Sections VII of the WIC Vendor Monitoring Report in Crossroads 

Section VII 
• Do not make any selections in

the Observations section of
the Vendor Monitoring Visit
screen if there are no
deficiencies found during the
monitoring visit and the
vendor does not
need/request additional
training. The Vendor
Monitoring Visit is ready to
be assessed by the State WIC
Agency.

• If there were deficiencies
found in either the
Monitoring Visit Section or
the Inventory Survey Section,
or the vendor needs or
requests training, utilize the
sticky note beside
“Deficiencies found.” This is
listed under the Vendor
Monitoring Visit screen
Observation section.
Document that information
and include the Applicant ID
or Vendor ID in the comment.

• Once complete, select Save
to notify State WIC Agency
staff that the report is ready
to be assessed.
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