KENTUCKY WIC CLINIC EBT QUICK REFERENCE GUIDE



	Function
	From (Screen Location)
	Step 1
	Step 2
	From (Screen Location)
	Step 3
	Step 4
	Step 5
	Step 6
	Final Steps

	EBT Card Actions
	
	
	
	
	
	

	Assign a Card and Add a Cardholder (cardholder is a household member)
	
	
	
	
	
	
	
	
	

	
	“Member” screen
	Select “Cardholder Member” from the Member drop-down menu.  Click the “Save & WIC Issuance” button.
	Click the “EBT Card” button.
	“Add Card/ Cardholder” screen 
	Click in “Card Number” field. Select next EBT card from clinic card inventory.

Note: The first 6 digits of the card number will appear in the box. 
	Swipe card through PIN pad/card reader.  Card number automatically appears in “Card Number” field.
	Click in the PIN entry field.  Ask client to enter 4-digit PIN.  Have them re-enter/reconfirm PIN.  Note:   30-second timeout to re-enter PIN. “PIN Entered” message displayed.  
	Click the “Save” button to save info. “Card/Cardholder Added” message appears. 

Note: To return to CMS Household screen, close the 
screen.
	

	Assign a Cardholder (cardholder is not a household member)
	
	
	
	
	
	
	
	
	

	
	“Member” screen
	Click the “Save & WIC Issuance” button.
	Click the “EBT Card” button.  Note: This button only appears if the household has not been issued an EBT Card. 
	“Add Card/ Cardholder” screen
	Click in “Card Number” field. Select next EBT card from clinic card inventory.

Note: The first 6 digits of the card number will appear in the box. 
	Swipe card through PIN pad/card reader.  Card number automatically appears in “Card Number” field.
	Click in the PIN entry field.  Ask client to enter 4-digit PIN.  Have them re-enter/reconfirm PIN.  Note:   30-second timeout to re-enter PIN. “PIN Entered” message displayed.
	Add required information for cardholder. Click “Save” button.  “Card/Cardholder Added” message appears. 
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	Step 6
	Final Steps

	Replace a Card
	
	
	
	
	
	
	
	
	

	
	“Account Details” screen
	From the “Actions” drop-down menu, select “Replace Card”.
	Click the “Go” button.
	“Replace Card” screen
	Select the next available card from clinic card inventory.
	Swipe card through PIN pad/card reader.   Card number automatically appears in “Card Number” field.
	Select “Card Replacement Reason” from drop-down menu, then click “Save”.
	A message will be displayed, “Card Replaced!”
	

	Change a Cardholder
	
	
	
	
	
	
	
	
	

	Note that when a cardholder is changed in the CMS system, the cardholder must also be changed in the EBT system. 
	“Member”

screen

	Use the drop-down menu to designate a cardholder member. 


	If a previous cardholder member was selected, use the drop-down menu to change the member’s status.
	N/A


	Click “Save”.


	From EBT (screen location)  “Account Details” screen
	From the “Actions” drop-down menu, select “Update Cardholder”.
	Click the “Go” link.
	Change the cardholder information and click “Save”.

	Change a PIN
	
	
	
	
	
	
	
	
	

	
	“Account Details” screen

	From the “Actions” drop-down menu, select “Change PIN”.
	Click the “Go” button. 


	“Change PIN” screen


	Click “Enter PIN”.


	Ask client to enter a 4-digit PIN. Have them Re-enter/reconfirm PIN.  Note:   30-second timeout to re-enter PIN.
	Click “Save”. 


	Close “Account Details” screen to return to “Household Member” screen.
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	Deactivate a Card
	
	
	
	
	
	
	
	
	

	
	“Account Details” screen
	From the “Actions” drop-down menu, select “Deactivate Card”
	Click “Go” button. 
	“Deactivate Card” screen 
	Use the drop-down menu to select a Card Deactivation Reason. 
	Click “Save”.
	Close “Account Details” screen to return to “Household Member” screen.
	
	

	EBT Benefits
	
	
	
	
	
	
	
	
	

	Look up Household Benefits
	“Member” screen 
	Click the “EBT ACCT” button. 
	
	“Account Details” screen 
	The benefits for the household will be displayed. Note: some months may be collapsed. Click the “+” to view benefits for the month.
	
	
	
	

	Void Benefits
	“Member” screen
	Click the box next to a member’s name.
	Click “Patient Menu”.
	“Patient Menu” screen 
	Click “Void Benefits”.
	Select the box next to the month(s) you wish to void issuance for. 
	Use the drop-down menu to select a void reason. 
	Click “Void Benefits”.
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	Reprint a Benefits List


	CDP Portal
	Click “CDP Report Viewer”.
	Click the drop-down menu for Category and select “WIC”.
	N/A
	Click the magnifying glass next to “Benefits List”.
	Enter the household county number and the household number in the appropriate fields. 
	Click “View”.
	A window will appear with the Benefits List.  Use the printer icon to print the Benefits List. 
	

	Assign a Food Package
	“Member” screen 
	Click the box next to a member’s name. 
	Click “Patient Menu”. 
	“Patient Menu” screen 
	Click “Food Pkg Assignment”. 
	To refine a search, enter a description of a food package and click “Filter”.
	Use the drop-down menu to select a food package to assign. 
	Note:  If the food package is Rx, enter Rx date, expiration date, approval, person contacted and date contacted.
	Enter Comments, if any. Click “Save”. 

	EBT Card Operations


	
	
	
	
	
	
	
	
	

	Unlock an EBT Account 
	N/A
	An account locks when an incorrect PIN for a card has been entered 4 times.
	The client calls the clinic to have the card unlocked. 
	“Account Details” screen 
	From the “Actions” drop-down menu, select “Unlock PIN”. 
	Click the “Go” button. 
	Note: There is no way for the clinic to tell the client the correct PIN. 
	If an incorrect PIN is entered 4 or more times and the account becomes locked, the client will have to come to the clinic and change their PIN.
	

	Replace an EBT Card
	N/A
	The client must come to the clinic and get a new card.
	
	“Account Details” screen
	From the “Actions” drop-down menu, select “Replace Card”. Click the “Go” button.
	Select the next available card from clinic card inventory.
	Swipe card through PIN pad/card reader.   Card number automatically appears in “Card Number” field.
	Select “Card Replacement Reason” from drop-down menu, then click “Save”.
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	Change a PIN
	N/A
	The client must come to the clinic and have their PIN changed.
	N/A 
	“Account Details” screen 
	From the “Actions” drop-down menu, select “Change PIN”.  Click the “Go” button.
	Click “Enter PIN”.


	Ask client to enter a 4-digit PIN. Have them Re-enter/reconfirm PIN.  Note:   30-second timeout to re-enter PIN.
	Click “Save”. 


	Close “Account Details” screen to return to “Household Member” screen.



	Deactivate EBT Card
	N/A
	Client must contact the clinic and have the card deactivated. 
	N/A
	“Account Details” screen 
	From the “Actions” drop-down menu, select “Deactivate Card”.
	Use the drop-down menu to select a Card Deactivation Reason. 
	Click “Save”.
	Close “Account Details” screen to return to “Household Member” screen.
	The client must come into the clinic to have a new EBT card issued to them. 


For assistance, call the Kentucky WIC Help Desk at: (877) 597-0367
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