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WIC Notice History (Screen 23) 
 
The WIC Notice History (screen 23) is used to document when notices (WIC letters) have been 
given to the participant. 
 

 
 
Automatic Documentation in Screen 23 
 
When a letter is printed from the WIC letters menu on Reports Processing (screen 19), the 
system will automatically update the WIC Notice History (screen 23).  The WIC Notice History 
(screen 23) update indicates that a notice has been given to the participant.  
 
If a notice is given to a participant which was not printed from HSIS (such as a customized letter 
to a participant, or a letter created in a different language or verbal notification of Recertification 
Due), the notice must be manually documented in screen 23. 
 
The fields listed on the screen are as follows: 
 

 Staff = the WIC user ID for the staff who entered the WIC notice for the participant. 
 Given = the date the WIC notice was given to the participant. 
 Type = the two-digit code representing the particular WIC notice given to the participant.  

These are listed below. 
 Lang = the Language Preference of the participant as detailed in the Patient Master record on 

screen 01. 
 Explanation = a brief explanation of the WIC notice given to the participant. 

 
The staff user ID, date given, type of notification, language preference and explanation will be 
displayed in date chronological order. 
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Manual Documentation in Screen 23 
 
To manually add documentation that a notice was given, include the following information on 
the fastpath line: 
 

 Screen = 23 
 Patient ID = the Participant’s Patient Master ID number, or the 2-digit WIC program number 

and the 6-digit WIC ID number with 9th position blank 
 Date  = notice given date (MMDDYY) 
 Action code = A 
 Press the ENTER key. 

 

 
 
The system automatically populates the WIC user’s ID under the Staff column and adds the Date 
from the fastpath line under the given column. 
 

 
 

 Under the Type column enter the two-digit code for Type of Notice:  
 IC  =  Ineligible at certification or recertification 
 IE  =  Infant Enrollment 
 TD  =  Termination due within a certification period 
 RD  =  Recertification due 
 MA  =  Missed appointment 
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 IA  =  Infant assessment 
 WL  =  Waiting list 

 
 Under the Lang (language) column, type the two-digit alpha character code for the 

participant’s language preference. 
 Press the ENTER key. 
 The system automatically updates the explanation. 

 

 
  

 To change a notice entry, use the Action code C. 
 Press the ENTER key. 

 

 
 
If a date is entered on fastpath line, the screen lists only notices given on or after that date.   
 

 Place the cursor on the line of the notice that needs to be corrected. 
 Press the ENTER key. 
 On the next screen enter the correction and press the ENTER key. 

 
To delete a notice entry, user must first access screen 23 using inquire (I) with no date to list all 
notices documented for the participant.  If a date notice was given is known, the date may be 
included. 
 
Enter the following information on the fastpath line: 

 Screen = 23 
 ID = Participant’s Patient Master ID number, or 2-digit WIC program number and 6-digit 

WIC ID number with 9th position blank 
 Date notice given which needs to be deleted 
 Action code = D 
 Press the ENTER key.   The cursor will appear under the "Explanation" column.  
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 Type the word “delete” over the existing text. 
 

 
 

 Press the ENTER key.  There will be a message that the notice record has been deleted. 
 

 
 

 When the deleted notice is queried for this participant, the record will no longer be displayed. 
 

 
 
Example of when a notice would be deleted:  Letter printed for participant recertification due but 
not given to participant or letter printed for wrong participant. 
 
To view notices, include the following information on the fastpath line: 

 Screen = 23 
 ID = Participant’s Patient Master ID number, or 2-digit WIC program number and 6-digit 

WIC ID number with 9th position blank 
 Date = notice given date 

 Enter date notice given to view the notice or 
 Leave blank to show all notices given. 

 Action code = I 
 Press the ENTER key. 
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If a date was entered on the fastpath line, this screen lists only notices given on or after that date. 
 
This screen lists the: 

 User ID of staff member giving notice 
 Date given 
 Type of notice (2-digit code) and 
 The explanation of the code. 
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