***IDAHO WIC TRAINING NEWSLETTER***

2016 Required WIC Vendor Training

All authorized vendors are required to participate in annual WIC training.

The purpose of this newsletter is to ensure cashiers and managers are familiar with Idaho WIC
program requirements and updates in order to stay in compliance with the vendor agreement and be
successful in your important role as a WIC vendor. A record of employees who receive WIC training,
including dates and names, must be kept on file for state WIC staff to review on request.

What is WIC?

WIC is the special supplemental nutrition program
for Women, Infants, and Children. WIC is federally
funded by the United States Department of
Agriculture (USDA). The purpose of the WIC Program
is to prevent health problems and improve the
health and nutritional well being of low income
women, infants, and children during periods of
critical growth and development.

WIC Provides:

-Healthy foods

-Health screenings

-Health and nutrition education

-Help from licensed registered dietitians
-Breastfeeding information and support
-Referrals to other health and community
support services

To qualify you must:

-Live in Idaho

-Be pregnant, breastfeeding, or postpartum
-Have an infant or child under the age of 5
-Have a nutritional need

-Meet income eligibility guidelines

To see if you qualify, call the Idaho Careline at 211,
call 1-800-926-2588 or visit wic.dhw.idaho.gov .

The WIC Food List

The WIC Food List is the best tool for learning
exactly what foods WIC shoppers can purchase.

frest Fresh &
Hea Healthy

\dahow‘c 3 |daho WIC authorized
{ood list food list

New Food List Effective Oct 1, 2016

As in previous years, all WIC participants will
transition to the new food list by Dec 31, 2016.
From Oct 1, 2016-Dec 31, 2016 both the old and
the new food list can be used. From Jan 1, 2017,
only the new food list should be used.

Thank you for your patience while we transition
to the new food list.
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Starting Oct1,2016  Infant Formula

Brands and flavors for these items Most infant formula checks are issued for

are now pictured in the food list. Similac Advance or Gerber Good Start Soy.
Soymilk s oo -
 Only sell the quantity, size, and type printed on » (- §Gerber

[ ] ¥ ¥ GOOD START.
-

the check.
« Checks are printed for either 1/2 gallon refrig-
erated or for shelf stable quarts.
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Similac Advance Good Start Soy
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CONTINENT |

Vanilla o

wasoy 3 Ways to Avoid Formula Errors:

all ral
Ultra ?oy sEns

My, ° | :
S:oE f o ) 1. Know the Difference!
L\ S Y Most formula checks are issued for powder, not
EEE = : | concentrate or ready-to-use. Go down the
- 2N %- ~ formula aisle and see the difference in containers.

8th Continent Pacific Ultra

1/2gallon 1/2gallon 320z (quart) 2. Check the Check!
original only original or vanilla original or vanilla

Only sell the number of cans, in the size, brand,
Yogurt and type (powder, concentrate, ready-to-use)

printed on the check.
 Only sell quart sized (320z) containers in the

quantity and type printed on the check. 3. More than $250, Check Again!
« More approved brands are now pictured in If the check total is more than $250, stop and
the food list. check the check again. Look carefully at the full
Pasta check description. Is the check printed for

powder, concentrate, or ready-to-use? The most
costly error is selling powder when concentrate is
printed on the check.

e Only sell 12-16 oz box or bag up to the total
ounces printed on the check.
» Approved brands now pictured in the food list.

New $4 Fruit & Veg Check

Fruit & vegetable checks (CVVs)are now printed
for $4, S8, S11, $16, or $17.

Processing WIC checks is easy if you
— Follow the check
— Rely on the food list
— Call if you have questions
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8 Easy Steps for Processing The WICID Folder
The only form of identification needed to cash a

WIC Checks
WIC check isthe WIC ID Folder. Never ask for any

1. Request the WIC ID Folder. WIC checks cannot

be redeemed without it.
Correct Examples

other form of identification for a WIC transaction.

wic Jdentification Foider

2. Check the dates. Checks are not paid if cashed
too early or too late.
3. Ring up the items. Sell only what is printed on

the check. Use the food list as a guide. =
. . Bring this folder with you to every Wi E::g;r’s folder with yo, 0 v
4. Say yes to coupons, specials, and discount cards. appointment and each time You shop | 111e . eckarernrs “5 me you shon e
. .. id Jatde Ty

5. Write the purchase price in the “Pay Exactly” box. wiiaDoe B ik e A1010p)
6. Ask the shopper to sign each check only after renkpniane g —
the amount to pay is written on the check. -
7. Compare the signature on the check and the ID T A

P 8 n‘@%’lﬁm "ﬂ=%€\e%n PQ&

Folder. It should be a reasonable match.

8. Give the shopper a receipt and return the ID

The goal of WIC is to improve the

WIC Identification Folder

The gaat of wic j
IC is to j)
Women and children b': z:z:?;ﬂ;-"‘ilth of

=

and ¢ by p

Folder.
There can be 1or 2 signers on an ID Folder.
If there is 1 signer, the 2™ signature line is marked out.

Cash Value Vouchers -
The Fruit &Vegetable Checks

Incorrect Examples

If there are 2 signers, each signature line is signed only
one time.

wic ldentiﬁcation Folder

Follow the same 8 steps for processing WIC checks.

But for CVVs, remember...
Never write a CVV for more than the maximum

value printed on the check. Most CVVs are printed
for S8 or $11.
o If the purchase total is less than the value

printed on the check,
- write the actual total in the “Pay Exactly” box

- do not give change

o If the total is over the value printed on the
check, the WIC shopper must be able to either

Bring this folder with you to every WIC
appointment and each time you shop wi

WIC checks/CVVs,

WIC Identification Folder
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Sally

put items back or pay the difference plus tax.

If the shopper chooses to pay the difference
- write the maximum value in the “Pay Exactly” box

- then complete the transaction so the shopper
can pay the difference plus tax
For more information, see the Cashier section of the WIC
Vendor Guide.

Participart Name
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Not a valid signature \
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Responsible Adult Signatiire —

The goal of WIC is to improve the he{ The goal of WIC i :
women and children by providing: | Women ang :h:-;;:: :;"’"‘We the heajtry of
Providing:

If the 2" signature line
is marked out, there is only 1 valid signer- the Responsible

Adult. There should not be 2 signatures side by side, or
a signature on the Participant Name line. Both examples
are invalid. The shopper should return to the WIC clinic
for a corrected ID Folder.
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3 Common Cashier Errors

1. Selling too much baby food

Most baby food checks are printed for 16
containers. 8 two-packs equals 16 containers.
If the shopper wants all two-packs, they can
only get 8.

> 1 Jar = 1 Container

o
® 35

1 Two-Pack = 2 Containers

2

Containers

Most baby food checks are under $20.
If it’s over $20, check the check again.
-Are baby food meats printed on the check?

Yes —» then over 520 is okay
No — then too many containers may
have been scanned

2. Writing CVVs for over-max

CVVs (fruit and vegetable checks) have a dollar

amount printed on them, usually $8 or $11.

When an $8 CVV purchase comes to $9.50, ask:
-Does the shopper want to pay the difference?

Yes —> then write $8 in the pay exactly
box and collect $1.50 + tax from
the shopper

No — then items can be put back to
lower the total to $8 or less

3. Not verifying signatures

The most common observation during in-store
monitoring is not comparing signatures.

Cashiers help prevent fraud by comparing the
check signature to the ID Folder.

Signatures should be a reasonable match.

Coupons, Rain Checks, and
Incentive Items

_-=7y WIC shoppers can use the same coupons,
ﬂ‘) .
»»°~ non-WIC shoppers. A change in rules now
allows for “free ounces” coupons/promotions.
Free ounces do not count toward the maximum

ounces printed on the check. Example: With a
coupon for “Buy a 360z box of “WIC cereal’ and get
a 100z box free”, the free 100z box is not counted
toward the ounces printed on the check.

o&‘:@\‘; s discount cards, and store promotions as
“
(>

Incentive items offered only to WIC
shoppers are not allowed. ltems
purchased with WIC checks cannot be
returned for cash, credit, or gift cards.

Rain checks and I0OUs are not allowed.

WIC Approved UPCs

Do you know what to do if a WIC item doesn’t
scan as WIC approved? Ask your manager or
cashier trainer how to get a UPC or PLU barcode
added to the register system so it scans as WIC
approved. This will help cashiers avoid repeat
issues with the same item, reduce disputes at the
check stand, and speed up WIC transactions.

Vendor Bulletins

WIC uses vendor bulletins to provide important
information to stores. Managers are asked to
share vendor bulletins with all staff who handle
WIC checks.

Vendor bulletins are an important training tool
that help staff stay informed and avoid check
processing errors.

Bulletins and other vendor information can be
found at: www.wic.dhw.idaho.gov
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Minimum Stock &
Infant Formula Purchases

WIC authorized vendors are required to
maintain a minimum stock and variety of WIC
approved foods. This ensures WIC foods are
available when shoppers redeem their WIC
checks at your store.

Vendors are also required to purchase infant
formula only from WIC approved suppliers.

For more information about minimum stock
requirements, please see Table 3 of the WIC
Vendor Agreement. A list of approved infant
formula suppliers can be found on Table 2.

A copy of the agreement should be kept on file
at your store. You can also visit the Idaho WIC
webpage at www.wic.dhw.idaho.gov - click on
the Vendors link and find Minimum Stock
Requirements under Vendor Information.

Door Signs & Shelf Tags

WIC door signs are required to be posted at the
front entrance.

WIC shelf tags are optional. If used, please make
sure they are correctly placed to help WIC
shoppers find the right foods and avoid disputes
at the check stand. Remember to move shelf
tags when rearranging store shelves.

Contact the State WIC Office to order more or
for approval if you’'d like to create your own.

1 D A H O
WICHE
GROWING

HEALTHY
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Program Monitoring,
Sanctions &
Claims

WIC monitors vendors to
make sure store staff
comply with all WIC rules.
Monitoring may include
store visits, compliance investigations, orinventory
audits.

Program violations discovered during monitoring
may be subject to sanctions, claims, or program
disqualification.

Any vendor disqualified from the Supplemental
Nutrition Assistance Program (SNAP) will also be
automatically disqualified from WIC.

For more information, please see the Manager’s
Information and Sanction Point Systems sections
of the WIC Vendor Guide or review these items in
the Vendor Agreement.

&

Complaints Complaints Can

Help Us Improve

The Idaho WIC Program views complaints as an
opportunity to improve. Complaints can provide
valuable information for improving the shopping
experience for both cashiers and WIC shoppers.

To report program abuse or fraud, or to file a
complaint, fill out a complaint form available
online at www.wic.dhw.idaho.gov - click on the
Vendors link and find the Complaint or Incident
Report under Forms. You can also call toll free at
1-866-347-5484.
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Bookkeeping Tips

What to do before deposit:

-Check for valid start and end dates
-Ensure the correct price is clearly written in
the “Pay Exactly” box

*CWs will be rejected if written for over the dollar

value printed on the check (usually S8 or $11)

-Make sure the check is signed
-Don’t forget the vendor ID# stamp

*This is the most common bookkeeping error
-Deposit within 60 days of the “First Day to Use”

What to do with rejected WIC checks:
-If accepted too early or too late
(post dated/stale dated) = fatal error, no payment
-If missing signature = fatal error, no payment
-If missing vendor stamp = stamp and re-deposit
-If unreadable vendor stamp = submit to State Office
*request a new vendor stamp if needed
-Excess Dollar or Over Maximum/Paid by ACH are
automatically paid by ACH direct deposit,
- adetailed summary of the direct deposit will be
mailed so you can reconcile your books
- review the transaction report to see if all items
sold match what was printed on the check
- retrain cashier/s if needed
-report price increases if needed

The most common bookkeeping errors are:
1. Forgetting the vendor ID# stamp
2. Not correcting over max CVVs before deposit.

For more information, see the Bookkeeping section
of the WIC Vendor Guide.

Questions?
We’re happy to help.

Contact us by email at WICVendor@dhw.idaho.gov
or toll free at 1-866-347-5484.

You can also find FAQs, vendor bulletins, training
materials, and more at www.wic.dhw.idaho.gov.

Division of Public Health
Idaho Department of Health and Welfare

Check Your WIC Knowledge

e A WIC shopper has a check for milk that says
1%, fat free/skim but they chose 2%. Is that ok?

e A WIC shopper has a check for 1 gallon of milk.
Can | sell 2 half gallons instead?

e A WIC shopper has a check for 320z low-fat
yogurt. Can they get four 8oz cups instead?

e Our store doesn’t carry shelf stable bottled
orange juice. Can | sell refrigerated instead?

e Our store is out of the formula printed on the
check. Can | sell a different formula this time?

e Can a WIC shopper with checks for the small
12.90z cans of formula get the big tubs instead?

o A WIC shopper has a check for 16 containers of
baby food. Can | sell 16 2packs instead?

o A WIC shopper spent $8.500n an $8 CVV. They
paid the .50¢ +tax. Do | write $8.50 on the CVV?

e Can | accept a WIC check that was already signed?

o A WIC shopper forgot their ID Folder, can | just
check their driver’s license instead?

Answers: The answer to all of these questions is
no. None of these are allowed.

Why partner with WIC?

Because together we make a difference.

In 2015, the Idaho WIC Program
-provided benefits to 68,909 participants
-paid over $24.5 million in WIC food sales to
authorized stores throughout the state and
-served more than half of all infants born in
Idaho, that'’s a lot of babies getting a good
start with WIC’s help...

And we couldn’t have done it without you!

Training Newsletter 2016—page 6



