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REPORT TITLE:	7 Day Late Pickup List

REPORT NUMBER:	50
FREQUENCY:	Weekly
DISTRIBUTION:	Automatically Printed Overnight or obtained electronically
through E-Reports - Site
DESCRIPTION:	A detailed listing of all eligible enrollees that have not picked up
food instruments in the last 7 days.
ACTION TO BE TAKEN:	This report is to be used to contact non-participants to urge their
participation. 
RETENTION/	If printed, shred or burn after report is worked.
DISPOSAL PERIOD:
[image: ]


REPORT TITLE:	30 Day Late Food Instrument/Cash Value Benefit Pickup List
REPORT NUMBER:	275
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REPORT TITLE:	30 Day Late Pickup List

REPORT NUMBER:	51
FREQUENCY:	Weekly 
DISTRIBUTION:	Automatically Printed Overnight or obtained electronically
 through E-Reports - Site
DESCRIPTION:	A detailed listing of all eligible enrollees that have not picked up
food instruments in the last 30 days.
ACTION TO BE TAKEN:	This report is to be used to contact non-participants to urge
their participation.

  RETENTION PERIOD:	If printed, shred or burn after report is worked
[image: ]
REPORT TITLE:	30 Day Late Food Instrument/Cash Value Benefit Pickup List
REPORT NUMBER:	275





REPORT TITLE:	PEF-WIC Daily Transaction Report
REPORT NUMBER:	495
FREQUENCY:	Daily
DISTRIBUTION:	 Automatically Printed Overnight or obtained through E-Reports -
Site
DESCRIPTION:	This report gives an audit trail of WIC actions entered the
previous day.
ACTION TO BE TAKEN:	Used to show actions entered into the CDP system.
RETENTION/	If report is printed, destroy by shredding or burning after use.
[image: ]DISPOSAL PERIOD: 






REPORT TITLE:	Food Instrument/ Audit Register
REPORT NUMBER:	520
FREQUENCY:	Daily
DISTRIBUTION:	Automatically Printed Daily or obtained electronically through E‑
	Reports - Site
DESCRIPTION:	This report includes all food instrument activity for the previous day for local site audit purposes. This report will come in two (2) parts. The first part is a detailed list of every food instrument issued. The second part is totals by food instrument type. The grand totals on the first and second parts should be the same.
ACTION TO BE TAKEN:	Use to verify usage of food instruments.
EXPLANATION OF REPORT: 	Type is the type of food instruments. 


[image: ]
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REPORT TITLE:	Actions Due Listing
REPORT NUMBER:	562
FREQUENCY:	Weekly
DISTRIBUTION:	Automatically printed overnight or obtained electronically through
E-Reports - Site
DESCRIPTION:	This report lists participants according to the week their action is
due.
This report indicates participants with actions due this week and any previous actions that have not been done. This list must be worked on a weekly basis to decrease an inactive enrollment. Actions overdue indicate an inactive caseload which lowers the rate of participation to enrollment.  This report is an aid for clinic schedules for recertification.
ACTION TO BE TAKEN:	Investigate overdue actions 
 	Perform all actions due in a timely manner.

RETENTION/ DISPOSAL
PERIOD:			 If printed, destroy by shredding or burning after receipt of next report.


[image: ]



REPORT TITLE:	Automatic Terminations
REPORT NUMBER:	587
FREQUENCY:	Weekly
DISTRIBUTION:	Automatically Printed Overnight or obtained electronically
through E-Reports - Site. 
DESCRIPTION:	This report is a listing of all patients whose next action due is a
"T" and the action date falls on or before the report date or have not received food instruments have not been received for two (2) months from the last first valid date.
ACTION TO BE TAKEN:	Call up individual patient label using report 587 for labels and put
on patients CH-3 in their chart.
RETENTION/	If printed, destroy by shredding or burning after receipt of next
DISPOSAL PERIOD:	report.
[image: ]




REPORT TITLE:	Number of Weeks Infants Breastfed
REPORT NUMBER:	1596
FREQUENCY:	Quarterly 
DISTRIBUTION:	 Automatically Printed Overnight or obtained electronically
through E-Reports - WIC Coordinator.
DESCRIPTION:	 This report provides a summary of the incidence and duration of
breastfeeding for the quarter and year to date.
ACTION TO BE TAKEN:	Use for management of breastfeeding rates for meeting Healthy
	People 2010 goals.

RETENTION/	If printed, destroy by shredding or burning after receipt of next

DISPOSAL PERIOD:		  report.

[image: ]
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REPORT TITLE:	Patients on Breastfeeding Report
REPORT NUMBER:	1679
FREQUENCY:	Quarterly
DISTRIBUTION:	Automatically Printed Overnight or obtained electronically
through E-Reports – Site and WIC Coordinator.

DESCRIPTION:	This report is a detailed listing of all infants and their 
	current breastfeeding status as reported on the 1596 – 
	Number of Weeks Infants Breastfed Report.
ACTION TO BE TAKEN:	Use for quality assurance. Review individual infant’s records to
ensure the breastfeeding status is properly reported. 
[image: ]RETENTION/	If printed, destroy by shredding or burning after receipt of next
DISPOSAL PERIOD:	 report.





REPORT TITLE:	Pregnant Women on WIC with EDC In (Month Year)
REPORT NUMBER:	1807
FREQUENCY:	Monthly
DISTRIBUTION:	By Request Only
DESCRIPTION:	This report lists enrolled pregnant women with an EDC in the
  specified month. 
ACTION TO BE TAKEN:	Use as needed for hospital certification.
[image: ]RETENTION/	If printed, destroy by shredding or burning upon completion of
DISPOSAL PERIOD:	use. 




REPORT TITLE:	Enrollment By Status and Priority
REPORT NUMBER:	1902
FREQUENCY:	Monthly 
DISTRIBUTION:	Automatically printed overnight or obtained electronically through
E-Reports - Site and the WIC Coordinator
DESCRIPTION:	This report indicates the number enrolled by priority and by
status as of the report run date.
ACTION TO BE TAKEN:	Use for caseload management, to evaluate enrollment.
RETENTION/	If report is printed, destroy after receipt of next report.
DISPOSAL PERIOD:
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REPORT TITLE:	Unmatched Redemptions
REPORT NUMBER:	1915
FREQUENCY:	Monthly 
DISTRIBUTION:	Automatically Printed Overnight or obtained electronically
through E-Reports to the Site and WIC Coordinator
DESCRIPTION:	This report shows handwritten food instruments that
have cleared the contracted bank but cannot be matched to an issuance record.
ACTION TO BE TAKEN:	Upon receipt research each food instrument
 If the food instrument was validly issued, post the issuance
 into the system. Report any other problems to the State WIC
 Office. 

RETENTION/	If report is printed, destroy after receipt of next report.
DISPOSAL PERIOD:
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REPORT TITLE:	Summary of Unmatched Redemptions
REPORT NUMBER:	1916
FREQUENCY:	Monthly 
DISTRIBUTION:	Automatically Printed Overnight or obtained electronically
through E-Reports - WIC Coordinator
DESCRIPTION:	This report summarizes the 1915 report giving total dollar
amount of the food instruments/cash value benefits.
ACTION TO BE TAKEN:	Records show that the food instruments
summarized on this report have cleared the contracted bank but cannot match to an issuance record. Each site must research the food instruments listed on the 1915 report.

RETENTION/	If report is printed, destroy after receipt of next report.
DISPOSAL PERIOD:
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REPORT TITLE:	Summary of All Reported Nutritional Risk Criteria Codes
REPORT NUMBER:	1920
FREQUENCY:	Monthly.
DISTRIBUTION:	Automatically Printed Overnight or obtained electronically
through E-Reports - Site and WIC Coordinator.
DESCRIPTION:	This report provides a monthly summary of all the risk codes that
have been reported for the enrolled WIC participants by WIC status.
ACTION TO BE TAKEN:	Used to review risks reported. Can be used as a tool to
summarize health risks in the community.
RETENTION/	If printed, destroy after receipt of next report.
[image: ]DISPOSAL PERIOD:
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REPORT TITLE:	Possible Dual Participation Between the WIC Program 
	and CSFP
REPORT NUMBER:	1922
FREQUENCY:	Monthly 
DISTRIBUTION:	Automatically Printed Overnight or obtained electronically
through E-Reports - WIC Coordinators. Report is produced only if there are participant matches.
DESCRIPTION:	This report lists potential dual participants between WIC and CSFP. In creating this report, the system matches on four (4) items out of nine (9). If any of the four (4) match, the person’s name will appear as a possible dual participant. The items include: participant’s ID number, participant’s last name, first name and middle initial, date of birth, sex, race, street address and city/town. The appearance of a person’s name on the dual participation report may not mean that they are dual participants.
ACTION TO BE TAKEN:	1.      Review all names appearing on this report.
2. Investigate and take appropriate action as outlined in Participant Abuse in the WIC Section of the Administrative Reference.
3. Document action taken.
  EXPLANATION OF REPORT:	1.	WIC HID/LOC/S is the WIC Program local 
gency/site identification number where the participant is receiving food instruments/cash value benefits.
2. CSFP is the Commodity Supplemental Feeding 
	Program.
3. First Valid Date and CSFP Dist Date are the first valid dates of the most recent WIC issuance and CSFP Dist Date is the most recent distribution of CSFP commodities.
  
  RETENTION/
  DISPOSAL PERIOD:	If printed, destroy by shredding or burning after receipt of next report.
[image: ]
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REPORT TITLE:	Detail Listing of Infants Receiving Non-Contract, Non-Standard,
Special Formula and Summary
REPORT NUMBER:	1925
FREQUENCY:	Monthly 
DISTRIBUTION:	Automatically printed overnight or obtained electronically through
E-Reports - Site and WIC Coordinator.
DESCRIPTION:	This report provides the names of the participants by agency and
site who are receiving non-contract, non-standard and special formulas. This report also provides the total number of participants on non-contract, non-standard formula or special formulas and the percentage of participants by agency and site receiving the formulas.
ACTION TO BE TAKEN:	Use for monitoring WIC participants receiving non-contract, non‑
standard and special formulas.

RETENTION/
DISPOSAL PERIOD:	If printed, destroy by shredding or burning after receipt of next report.


[image: ]
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REPORT TITLE:	Vendor Volume

REPORT NUMBER:	1928
FREQUENCY:	Monthly 
DISTRIBUTION:	Automatically printed overnight or obtained electronically through
E-Reports - WIC Coordinator
DESCRIPTION:	This report provides by vendor number the redemption amount
by month and year to date. The information is provided by contracted vendor and by vendor outside of the agency redeeming the agency’s food instruments/cash value benefits.
ACTION TO BE TAKEN:	Report is for informational purposes. Review report for any
unusual redemption patterns. Contact the State WIC Office to report any unusual redemption activities.

If report is printed, destroy after receipt of next month’s report.
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REPORT TITLE:	WIC Participation by Priority/Status
REPORT NUMBER:	1930
FREQUENCY:	 Monthly 
DISTRIBUTION:	Automatically printed overnight or obtained electronically through
	E-Reports - WIC Coordinator
DESCRIPTION:	This report is the number of patients reported as receiving food
instruments. Participation is reported by priority and status. If WIC priority and/or status is not known, the participant is put in an "unknown" category. The report is produced in three (3) phases: provisional, revised and final.
ACTION TO BE TAKEN:	Use for caseload management of active participation.
EXPLANATION OF REPORT: The provisional report is produced the month following the report month. The revised report is produced two (2) months following the report month. The final report is produced three (3) months following the report month. Each report indicates activities reported during that month for the report month.
RETENTION/	If report is printed, destroy after receipt of next report.
[image: ]DISPOSAL PERIOD:
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REPORT TITLE:	Listing of WIC Participants
REPORT NUMBER:	1932
FREQUENCY:	Upon Request 
DISTRIBUTION:	 Automatically printed overnight or obtained electronically through
E-Reports - WIC Coordinator
DESCRIPTION:	A listing of participants enrolled in the agency.
ACTION TO BE TAKEN:	Use as a reference.
RETENTION/	If printed, destroy by shredding or burning upon completion of
DISPOSAL PERIOD:	use.




[image: ]










REPORT TITLE:	Medicaid Summary
Medicaid Recipients Not on WIC
REPORT NUMBER:	1962
FREQUENCY:	Monthly
DISTRIBUTION:	Automatically Printed Overnight or obtained electronically
through E-Reports - Site
DESCRIPTION:	Persons enrolled in the WIC Program are matched to the
appropriate categories of Medicaid recipients. Persons that do not appear to be in the WIC System are listed on this report.
ACTION TO BE TAKEN:	Use this report to outreach to the appropriate Medicaid
recipients that are not enrolled in the WIC Program. 

RETENTION/	If printed, destroy by shredding or burning upon completion of
DISPOSAL PERIOD:	use.




[image: ]	
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REPORT TITLE:	Waiting List by Priority
REPORT NUMBER:	1975
FREQUENCY:	Monthly 
DISTRIBUTION:	Automatically Printed Overnight or obtained electronically
through E-Reports - Site and WIC Coordinator
DESCRIPTION:	This report identifies all persons placed on the waiting list by the
agency. The report is in priority and date placed on waiting list order.
ACTION TO BE TAKEN:	Use report to contact participants when benefits become
available.
RETENTION/	If printed, destroy by shredding or burning after receipt of next
[image: ]DISPOSAL PERIOD:	report.
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REPORT TITLE:	Waiting List by Priority/Summary
REPORT NUMBER:	1976
FREQUENCY:	Monthly -only when
  directed by the State WIC Office.
DISTRIBUTION:	Automatically Printed Overnight or obtained electronically
 through E-Reports - Site and the WIC Coordinator.
DESCRIPTION:	This report indicates the number on the Waiting List by priority
and by status as of the report run date.
ACTION TO BE TAKEN:	Use for management of the Waiting List.
RETENTION/	If report is printed, destroy after receipt of next report.
[image: ]DISPOSAL PERIOD:
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REPORT TITLE:	WIC Participation by Race/Status
REPORT NUMBER:	1986
FREQUENCY:	Upon request. 
DISTRIBUTION:	When requested, automatically printed overnight or obtained 	electronically through E-reports – Site and WIC Coordinator
DESCRIPTION:	The number of patients reported as receiving food
	instruments by race, ethnicity and status
ACTION TO BE TAKEN:	Use for caseload management, assessing clients served and
	outreach.
EXPLANATION OF REPORT: 	1. Month (calendar month) is the month specified under the
report title.
	2.	Race is the first race entered in registration data. Race
categories are defined as:
· White – persons having origins in any of the original
peoples of Europe, Middle East or North Africa.
· Black or African American – persons having origins in any of the black racial groups of Africa.
· American Indian or Alaska Native – persons having origins in any of the original peoples of North and South America (including Central America), and who maintain tribal affiliation or community attachment.
· Asian – persons having origins in any of the original peoples of the Far East, Southeast Asia or the Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand and Vietnam.
· Native Hawaiian or Other Pacific Islander – persons having origins in any of the original peoples of Hawaii, Guam, Samoa or other Pacific Islands.
3. Next is the race that is Hispanic or Latino ethnicity. Hispanic or Latino is defined as: a person of Cuban, Mexican, Puerto Rico, South or Central America or other Spanish culture or origin, regardless of race.
4. Women, Infants and Children is the status of the participant. Unknown is used if status or race is unknown.
5. Total is the total number of participants by race, ethnicity and status.
RETENTION/ 
DISPOSAL PERIOD:			None. Retain as needed by agency/site.



[bookmark: _GoBack]
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REPORT TITLE:	Vendor Listing
REPORT NUMBER:	1989
FREQUENCY:                                  Monthly 
DISTRIBUTION:	Automatically printed overnight or obtained electronically through
E-Reports – Site and Coordinator
DESCRIPTION:	This report provides a listing of authorized WIC Vendors by
Agency
ACTION TO BE TAKEN:	This report is to be used to provide the WIC Participant with a
contracted Vendor Listing for that Agency.
RETENTION/	Informational only. Does not have to be retained.
DISPOSAL PERIOD:
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INSTRUCTIONS FOR E-REPORTS
E-Reports allow local health departments to access their reports in an electronic format.
1. To sign into the reports system:
a. Enter user name as KY # and unique password assigned by CDP, Inc.
b. Click BASIC button.
c. Click OK button.
[image: ]
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2. On the CDP E-Reports Screen:
a. In SITE field, click on the down arrow and locate site number.
b. Verify month and year.
c. Click LIST REPORTS.
d. On displayed reports, choose the desired report and click DOWNLOAD.
[image: ]
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WEB-BASED SYSTEMS/APPLICATIONS/E-REPORTS
Web-based programs/applications/E-reports are secure and are only accessible by authorized persons. To access the Web-based programs/applications/E-reports, a user must:
1. Be employed by a local health department.
2. Be assigned a KY number.
3. In order to access Web-based programs/applications/reports, user will in some instances:
a. Need to have VPN Contivity Client.
b. Complete the CDP – Report Server – WIC User Authorization request form for local agency staff requesting access to e-reports for the WIC Program. See CDP – Report
Server – WIC User Authorization Request form in SYSTEM REPORTS.
i. If access is granted the form will be forwarded to CDP.
ii. The user will then be contacted by CDP via e-mail with an attached excel document with active links to certain WIC folders.
(ex. \\172.25.2.178\cdpreports\site000\wicky )
c. If the user isn’t on the CHSDPHLHD domain, CDP will create a username and password.
4. For further help, contact the WIC Help Desk.
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