Formula Wizard

The Formula Wizard screen displays automatically for the current month on or after the Family Issuance Day (FID) when issuing food benefits
for a participant with a food package containing contract or exempt infant formula or WIC Eligible Nutritionals (WEN) that are currently in

on-site inventory.

NOTE: Federal Regulations restrict issuance of physical cans of formula before the FID. In addition, the quantity of cans issued from Inventory
must not exceed a one-month supply.

This resource includes three scenarios:

1. Issuing formula to an infant receiving a default food package (pages 1-4)

2. Issuing formula to a participant who has special formula ordered from the Nutrition Services Branch (NSB) (pages 5-6)
3. lIssuing formula to a participant who has formula ordered from NSB but has already been issued food (pages 7-9)

Scenario One: Issuing formula to

Prescribe Food & Cross rossroads

an infant receiving a default food e sonne
package Wizard Fanilly o T
Family TD: F00100008512 s = A EA LI S5ASSETE
125 Magic Lane 2 Age: 2months
ALAMANCE, NC 27201 William WIC Category: Infant
1. The user has prescribed a food =
| Food Prescription Gal
package on the Prescribe Food e B T T |
L 1to 3 Months 4to5Months 6 to 11 Months 12 to 23 Months
Food Prescription Date WIC Category Age Category Status . Family Day . Issuance Frequency
screen and clicked the Save o M et B R i |
button- |*Food Prescription Items Totalltems: 16
Category ¥ Quantity | Category Max Quantity | uom
¥ Infant Formula (TF) ABC milk-based powder 14 0z |s0s | 806 Ounces
| Add Item to Food Prwn'i?liﬂn |
Category Subcategory Quantity Max/MedMax VOM
I S = ! [l o]
| Infant Formula ol
Month Jun Jul Total
ABC std pwdr Quantity 808 806 1612 / 90
# Cans 9 9 18
Medical Dummentatmn||\ Save \I| Cancel
——
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Formula Wizard

The Formula Wizard appears.

Look at # Prescribed to see
how many cans the infant will
receive for the current month
(in this case it is 9).

3
Formula Wizard

| Formuia Issuance Summary CUUCNLUQNC

Formula
‘ ABC milk-based powder 14 0z

# Prescribed # from Local Inventory  # from Formula Warehouse Total Issued
9 0 o |

issue BoailarlTnentonces
Do you want to issue from Local Inventory?

r = ilk-] powder 14 oz
# On Hand to Issue
. ,ﬂs S
Next, look at # on Hand (in e S
this case it is 25, the number fircol el #omtiand, #
of cans in Local Inventory).
| mex || cancel
. 'Formula Wizard ﬂ-
Decide how many cans to —
issue from Formula Wizard (in |Formuia Jssuance Summary Current Month |
Formula # Prescribed # from Local Inventory  # from Formula Warehouse Total Issued
|. ABC milk-based powder 14 0z 9 2 1] 2 |

this case 2 cans).

Click Next.

| Issue from Local Inventory

Do you want to issue from Local Inventory?

 ABC milk-based powder 14 oz
# On Ha # to Issue

25 2

| Inventory for Alamance County

Total Items: 0 () |

Local Agency/Clinic

# On Hand | #

—

|
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The Formula Wizard closes
and the Issue Food
Instruments screen displays.
The formula item displays in
the FDTS-LDTS grid. Note the
number of cans for the current
month has been reduced by
the number issued from
inventory. In this case, there
are only 7 cans listed for the
first month of issuance instead
of 9 cans.

If you still need to change the
number of cans you want to
issue from inventory, you can
do so by clicking on the
Formula Wizard button.

When you are ready to issue
food benefits, click the Issue
button.

; Issue Food Instruments & Cross rossroads

wduling | Vendor Operations  Finance ini i Help Logout |
Wizard Family & o ™ wiliam Wizard
Family ID: FO0100006512 | Participant ID: 954558514P
125 Magic Lane Age: 2months
ALAMANCE, NC 27201 William WIC Category: Infant
| Issue Food Instruments 2|
| Configuration |
.= Family Freg
|ﬁ'" 19 & 3 Month{s) ‘
|_Family Issuance Members Total ttems; 16
) ‘.Categnry| Participant Certification End Date Jun Jul Aug ‘
@ It Wilam Wiz 412018 e e e )
v HDTS: 6/19/2017 - LDTS: 7/18/2017 Totziltems: 1))
Food Category | v Quantity fJuon
Infant Formula {IF). ABC milk-based powder 140z 7 Can
| EDTS: 7/19/2017 - LDTS: 8/18/2017 Totalltems: 1 ()
. Food Category = v Quantity | UOM
Infant Formula (IF) ABC mik-based powder 130z 9 Can
[
|z FDTS: 8/19/2017 - LDTS: 9/18/2017 TotalItems; 1 60|
Food Category Subcategory | Quantity | uon
ABC mil-besed pawder 14 0z 10 can || |[F]

[Formtawizard|

001-01 - Alamance - Burlington [ %

.MCertilinaHmDaemall msue | (| cancat |
TAB ] (0% :
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10. The Food Benefits Issuance

11.

Signature Confirmation
displays. This confirmation
includes the Food Instrument
Numbers issued and the
number of cans of formula
issued from Local Inventory.

Have the family confirm
receipt by signing
electronically.

fFood Benefits Issuance Signature Confirmation

ABC milk-based powder 14 0z 2 Cans

Have the family confirm receipt by signing electronically for checks 100038805 - 100038307 and for the following Formula issued
from Local Inventory.

To sign later click the Sign Later button.

~ Food Benefits Signed/Received by

@) Wilma Wizard (Farent/Guardian 1)

) crossroads 36 (Staff)

12. The Food Instrument List will xSeardhCriteria

show Status: Redeemed for B rrmnbate e

the Food Instrument (Fl) ©Range  |2Y2017 []  [ers/2017 [2] S

Number that corresponds with ‘ @) Tssue Date

the formula issued from Local R

Inventory. :
[ ‘ ‘ Serial # ‘ First Date to Spend Last Date to Spend Status ‘ Issue Date \_
[0 -/ 100038804 &/i8/2017 7/18/2017 6/18/2017
O - 100038805 6/19/2017 7/18/2017 oed 6/13/2017
[0 - 1ooo3ssos  7/19/2017 8/18/2017 Issued 6/13/2017
=] r) 100038807 8f19/2017 9/18/2017 Issued 6/19/2017
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Scenario Two: Using the Formula Wizard to issue formula to a participant prescribed special formula that is ordered from NSB. Issuance
Frequency is 1 month. In this scenario, the participant is prescribed an exempt infant formula or WIC Eligible Nutritional (WEN) that cannot be
redeemed through a WIC Vendor and therefore must be ordered from NSB. Examples include: Enfamil Premature 20 Iron Fortified RTF 2 oz.,
Pregestimil 20 Cal RTF 2 oz., Similac Special Care 30 w/lron RFT 2 oz. and Vivonex Pediatric Powder 1.7 oz.

NOTE: any formula ordered from NSB and issued through the Formula Wizard or through the Inventory module must be issued monthly. Federal
Regulations restrict issuance of physical cans of formula to a one-month supply.

Complete the Prescribe Food screen and Medical Documentation screen for the participant with a special formula to be ordered from NSB.

On the Issue Food Instruments screen, change Issuance Frequency to 1 month. Any formula ordered from NSB must be issued monthly.

Order special formula from NSB. Refer to the WIC Program Manual (WPM) Chapter 7, Section 6 for more detailed guidance.

Once the shipment of special formula is delivered to the local agency, add the special formula to the Crossroads inventory. Refer to “Inventory”
for more detailed guidance.

Contact the family to let them know that the special formula has arrived. Remember to check the Family Issuance Day (FID) and have the family
come in ON or AFTER that date. As noted previously, Formula Wizard is not operational prior toFID in order to comply with Federal Regulations.
When the family comes into clinic to pick up the special formula, navigate to the Issue Food Instruments screen in the participant’s WIC record
in Crossroads. Click the Formula Wizard button on the bottom left of the Crossroads screen.

Look at # Prescribed to see how many cans the participant should receive (in this case it is 403).

Next, look at # on Hand (In this case it is 464). Enter the exact number of cans the participant is prescribed (403) and click Next.
‘.-Forrnula ‘Wizard (2] l

| Formula Issuance Summary Current Month

|
Formula # Prescribed # from Local Inventory  # from Formula Warehouse Total Issued |
| Similac Special Care 30 w/ Iron RTF 20z 403 403 (1] 403 |

| Issue from Local Inventory

Do you want to issue from Local Inventory?

- Similac Special Care 30 w/ Iron RTF 2 oz NSB
#OnHand # to Issue
454 ‘ 403 ‘

| _Inventory for Alamance County TotalItems: 0. £} |

Local Agency/Clinic # On Hand | # Requested

e e
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9. The Formula Wizard closes and the Issue Food Instruments screen displays. Click Issue.
10. The Food Benefits Issuance Signature Confirmation displays. This confirmation includes the number of cans of formula issued from Inventory.

/_Food =nefit: Signature Confirmation (2]

Have the family confirm receipt by signing electronically for checks and for the following Formula issued from Local Inventory.

Similac Special Care 30 w/ Iron RTF 2 0z NSB 403 Cans I

To sign later click the Sign Later button.

~ Food Benefits Signed/Received by

@) Crabtree Park (Parent/Guardian 1)

&) crossroads 36 (Staff)

Clear 2 Sign Later

11. Have the family confirm receipt by signing electronically.

12. The Food Instrument List will show Status: Redeemed for the FI Number that corresponds with the formula issued from Inventory.

Park Family 8 Eno Park
Sl - % A Participant ID: 354558520K
145 Forest Way & Age: 21days
ALAMANCE, NC 27201 Ena WIC Category: Infant
|7 Search Criteria ﬂ
&) Exact From Date To Date
ORange 24217 [ (o7 [E] [ s
@) Issue Date
| _Family Feod Instruments Total Ttems: 1))
] ‘ | Serial # ‘ First Date to Spend | Last Date to Spend Status Issue Date Print Date Voided Date Void Reason
e
[0 - 100038816 &/20/2017 7/15/2017 Redeemed 6/20/2017
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Scenario Three: Issuing formula to a participant who has formula ordered from NSB but has already been issued food. In these cases the Formula
Wizard button is greyed out and cannot be used. Example:

On 2/13, the child was issued 3 months of food benefits: February, March, and April. The child is prescribed food and WEN.

On 4/19, the family comes to clinic to pick up Peptamen Jr. ordered from NSB for the child. The issuance dot for April is blue due to the previous
food issuance. Food benefits have been redeemed for the current month so voiding the current month is not an option.

Workaround: Issue to the family through Inventory. Although formula can be issued through Inventory, it is not the best practice. Formula
issued through Inventory is not connected to the family’s record or participation in Crossroads. Also, issuing through Inventory allows for more
than 1 month of formula/WEN to be issued which is against Federal Regulations. Therefore, this method should only be used if the issuance dot
is blue for the current month and food benefits have been redeemed. Otherwise, void the current month and use the Formula Wizard and the
issuance screen to issue current month benefits to include the formula ordered from NSB. If the local user issues formula through Inventory, it
must be limited to a one-month supply. The local user must document the type and quantity of formula issued through Inventory in the
participant’s Crossroads record.

Steps to Issue Formula through Inventory:
1. Navigate to Operations > Inventory > Search Product Inventory
2. Choose Formula in the Inventory Type dropdown menu and click Search

¥Search Inventory Product Inventory ﬂ
Search Location Inventory Product ID Inventory Product Name  State Inventory Number  Expiration Date Inventory Type Search Type
©a O state ' J | ol £ | [z)  [seridized
) ) Item ID Item Name Manufacturer Number Inventory Status Single-user Electric Breast Pumps  |Non-Serialized
© Agency @ clinic Multi-user Breast Pumps
] L L J L | \ ‘ A A Breastfeeding Supplies Only Low Inventory
010-01 - Brunswick -E| @ EBT Cards
Manual Food Instruments
ID Cards Tl -
Formula ( Search w ‘ Clear Criteria |

3. Find the formula to be issued in the Inventory Search Results (Products) list and place a checkmark in the box.
Inventory Search Results (Items) will display with the formula name, status and quantity.

|»Inventory Search Results (Products) ___ Total Items: 21 F) flnv_e_ntq_r_-y Search Results :{Itenag) . _ Total Items: 1 G’)
| Inventory Product 1D ! Inventory Product Hame ;zlg:_d” pk:‘::;der ;:t::"d | i Item 1I}| Item Hame :‘ll::;‘;lrweulary Status | Quantiby
O o Gerber Good Start Soy Powder 12.9 0z 0 0 0 4 | [0 L% 76795  Peptamen Junior RTF 8,45 0z OnHand 100
|:| 111 Neocate X with Prebiotics Powder 14,102 [} ] [
U 114 Nutramigen Conc 13 oz 1] o 5 |
Bl 12 PediaSure 1.5 cal RTF 8 0z 0 0 2
| E] 126 PediaSure Peptide 1.0 flavored RTF 8 oz 0 [v] 0
| [A 128 Peptamen Junior RTF 8.45 o0z 0 0 100 =
0 144 Similac NeoSure Powder 13,10z 0 0 2
; |:| 155 Nutramigen Enflora LGG Powder 12.6 oz, 0 0 9
K B PediaSure Pentide 1 5 cal flaunced BTE 8 nz 0 0 22 [ﬂ
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4. Place a checkmark in the box next to the formula in the Inventory Search Results (Items) with a Status of On Hand.

This will enable the Issue button. Click Issue.

¥ Inventory Search Results (Items) Total Items: 1 @
‘ Ilhun m\ Item Name ismf "“""‘“""'l Status [MNHN
OnHand 100

[1 .7 76735  Peptamen Junior RTF 8,45 oz

*Selected Row Details

‘I x 76795 Peptamen Junior RTF 8.45 0z

 Issue Inventory Items
Issue To i1
#y Nclh:‘ng Selected
Lookup Family
Inventory Items to Issue Total Items: 1
Ttem ID Item Name QIR IIVEstony | siatus | Quantity [ JUBOHKY
©On Hand 100
L) |

6. Double click on the participant’s name in the Search Results container.

Family Search
~Search Criteria
Search Location Search Tvpe [ | Family ID LastMame [ |  FirstName [ | ML  Telephone Number Date of Birth [ |
© State-Wide 2 Family | sock Red J [ (N [#]
[A Partiopant Participant ID Medicaid Number EBT Card Number
[ caretaker L J L
[deroxy 1
[ search Clear Criteria|
[ search Results Total tems: 2 |
Family ID | Participant ID ‘ Last Name ‘ First Ihmcl ML | Date of Birth l Clhwrv' Medicaid Number | Status | SSRGAtON | by oot/ Guardian 1 Hame
FOD600004439 ‘Sock Red 6/2/1995
FO0600004439 960134116l  Sock Red 6/2/1995 N Actve/Certfied  11/30/2018  Red Sock
>Selected Row Details J
\

5. The Issue Inventory Items screen will appear. Click the Lookup Family button and search for the participant to be issued formula.
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7. Enter the Quantity to Issue (no more than one month of issuance) and click the Issue button

| Issue Inventory Items
Issue To ¢

Sock Family
‘._.I Family ID: FO0600004439
124 Fenway Lane
BOLIVIA, NC 28422

( Inventory Items to Issue

TotalItems: 1| [5""“"’“ BESiy Bite

State Inventory <
_ Humber PEEPIRMMMMMSMEFPPRAMMMMMMMMIPEAEY
Peptamen Junior RTF 8.45 oz Comments
x crossroads36 New 6/14/

QO BIU AN S=[E558 3

8. User will receive the status message: “Inventory ltems were successfully issued.”

9. Return to the participant’s Crossroads record and document the type and quantity of formula issued through Inventory in the Care Plan.

June 15, 2018: Formula Wizard...Page 9 of 10



