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PROCEDURES:

A.
The local WIC provider must use the HWNE screen to key nutrition education contacts for individual participant(s) and households into the system.

B.
Do the following to key nutrition education:

1.
Enter HWNE as the screen name and press CTRL to display the screen.

2.
Enter any DCN in the household and press CTRL.  All members of the household will display with the DCN and name.

3.
Enter the month and year (mmyy) that the education was given and all the education codes (individual and household) given in that month, then press CTRL.  All members of the household who have a certification period associated with the month/year keyed, will display the cert and recert dates and term date if the record is terminated.  All education codes keyed will display for each member who should receive that code.

4.
The message at the bottom of the screen should be “VERIFY CODES ASSIGNED – HIT CTRL TO UPDATE THE RECORDS”.

5.
Verify all codes assigned and if correct, press CTRL.  A message “SUCCESSFUL COMPLETION” will display.

6.
All education codes may be reviewed or verified using the H407 or H427 inquiry screens.

C.
Possible error messages and how to resolve those errors are as follows:

1.
“CANNOT HAVE MR AND ADDITIONAL NE CODES”.  A missed or refused code (MR) cannot be keyed for the same month that actual nutrition education codes are given.

a.
If a participant missed or refused an appointment for education for the entire month, delete the nutrition codes from the entry field, leave the MR code, then press CTRL.

b.
If a participant missed or refused an appointment for education in the first part of the month and then came in later in the month and received that education, delete the MR code from the entry field, leave the education code given, then press CTRL.

2.
“NOT A HIGH RISK CLIENT”.  A high risk education code was keyed but there is no high risk participant in the household displayed or the high risk participant displayed does not have a high risk, risk code on the certification record.

a.
If the high risk nutrition code is incorrect, delete it from the entry field, then press CTRL.

b.
If the high risk nutrition code is correct, the certification record for the high risk participant must be corrected before the nutrition code can be keyed.

3.
“HIGHLIGHTED FIELDS IN ERROR”.  One of the following errors have occurred:

a.
The month/year keyed is in the future.  Correct and press CTRL.

b.
The nutrition ed code keyed is invalid or the code keyed is invalid for the participant program code.  Correct and press CTRL.

4.
“ENTER NUTR-ED CODES”.  No nutrition education codes have been keyed.  Key the codes and press CTRL.

5.
“NOT A BFPC AGENCY”.  A breastfeeding peer counseling (BP) nutrition ed code is being keyed and should not be, or the agency trying to key the BP code, is not set up in the system, or is not a breastfeeding peer counseling agency.  If the agency is a breastfeeding peer counseling agency and the BP code is correct, delete the BP code from the screen to enter all other codes and then call the state WIC office for assistance.

Entire procedure updated








