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WIC Notifications/Letters (Screen 19) 
 
 
The purpose of printing WIC letters is to notify participants of the need to schedule or reschedule 
food instrument pickup appointments or recertifications, to inform participants of ineligibility or 
termination from the WIC program, and to inform participants of their right to a fair hearing. 
 
On screen 19 (HSA196A), when the WIC Notifications/Letters Menu is selected with the letter 
Y, a list of notification letters appears on a separate screen. 
 
 
 

 
 
 
 
 
 
 
 
 
 
Printing WIC Notification Letters 
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Follow the instructions on the screen: 
 

 Type the letter Y in the Select field next to the WIC Letters Menu. 
 Press the ENTER key. 

 

 
 
On the WIC Letter Processing screen (HSA197A): 
 

 Type the letter X next to the name of the letter to be printed. 
 
Individual letters can be printed out for participants based upon the individual WIC ID. 
Batch letters can be printed out at the same time for all participants fitting selected criteria (Ex.:  
all participants who are due for a recertification within a specified period of time or who are 
overdue for food issuance). 
 

 For individual WIC letters, type in the participant’s 6-digit WIC ID. 
 Next to Letter Type:  or Reason:  type the 1-digit or 2-digit number which corresponds to the 

appropriate choice. 
 
The default for Letter Type is the number 1. 
If there is only one letter for a particular selection, no option for Letter Type or Reason is 
displayed. 
 
 
 
When printing out batch letters: 

 Type the letter X next to Display to view the letter on screen for editing purposes, –OR– 
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 Type the letter X next to Auto-Print to print the letters to a designated printer 
 
A note at the bottom of the WIC Letter Processing screen explains that Printing a Letter 
Automatically Updates the Notices file for the participant’s records. 
 

 
 
If the Display option is chosen, the following participant information will be listed on the screen: 

 WIC ID = 6-digit WIC ID number 
 Name = First, Middle Initial, Last 
 DOB = Date of Birth 
 Action Due = action due date (MM/DD/YY) followed by a symbol representing the type of 

action due: 
 R = Recertification 
 T = Termination 
 + = Infant Child Transfer – a reminder to the WIC staff that an infant added to the program 
after his/her 6 month birth date will automatically receive a child’s food package when 
he/she has reached his/her 1 P

st
P birth date, although he/she will not yet be due for 

recertification.   
 Issue = Issuance 
 2-digit number = Issue Day. 
 1-digit number = Issuance Cycle. 
 1-character letter 

 P = Pickup 
 R = Recertification 
 T = Termination 

 
 Type the letter X next to the participant for whom a letter will NOT be printed. 
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Letter Types and Reason Codes:  
 
Each letter contains an explanation for the letter and instructions for the participant to follow.  
For additional notification/letter explanation and examples, refer to the WIC Program Manual. 
 
1.  (Batch) Recertification Due Within 37 Days – Notification/Letter Type: (1-2) 
This notification can be printed in batch and is sent out to remind participants when her/his 
certification is due to expire.  
This participant letter corresponds with letter #4, on screen 19. (1-2) 
 

1 = Letter text says call to make an appointment 
2 = Date and time of appointment to be written in by staff 
 
 
 

 
 UUUser Note 

 
The number of days can be changed from 37 to another number.   

The number of days cannot be less than 1 or greater than 99. 
 

 
 
 
 
2.  (Batch) Missed Pickup/Recertification – Notification/Letter Type: (1-3) 
This notification/letter can be printed in batch and is sent out if participants miss a scheduled 
pick up/recertification.  This participant letter corresponds with notification letters #5 (missed 
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pickup) and #10 (missed recertification), on screen 19. (1-3) 
 

1 = Letter text says call to make an appointment (Missed Pickup and Recertification) 
2 = Letter text says call to make an appointment (Recertification Letter) 
3 = Date and time of appointment to be written in by staff (Missed Pickup and 
Recertification) 
 
In the case of a missed recertification letter, the choice of batch letter type 1 or 2 will yield a 
call to make an appointment letter.  
 

 
 UUser Note 

 
The system prints out a Missed Pickup letter if it finds an appointment.  If no appointment is 

found, the system prints out a Missed Recertification Letter.  On the displayed list of 
participants, if there is a P by a participant’s name, the letter to be printed is for a Missed Pickup; 
if there is an R by the participant’s name, the letter to be printed is for a Missed Recertification. 

 
 
 
3.  (Batch) Reminder of Nutritional Assessment Visit 
This participant letter corresponds with letter #6 (Reminder of Nutritional Assessment Visit), on 
screen 19. 
 
4.  (Individual) Recertification Due – WIC ID: ________ Notification/Letter Type: (1-2) 
This notification can be printed and sent out to remind a participant when her/his certification is 
due to expire.  
 

1 = Letter text says call to make an appointment 
2 = Date and time of appointment to be written in by staff 

 
5.  (Individual) Missed Pickup – WIC ID: ________ Notification/Letter Type: (1-3) 
This notification/letter can be printed and is sent out if a participant misses a scheduled pick up. 
 

1 = Letter text prompts participant to call to make an appointment 
2 = Letter text prompts participant to “come by as soon as possible” 
3 = Local agency staff write in a new appointment date and time 

 
6.  (Individual) Reminder of Nutrition Assessment Visit – WIC ID:________ 
 
 
 
 
 
7.  (Individual) No Longer Eligible – WIC ID:________ Reason: _____ (1-11) 

This letter should be used when a participant becomes ineligible during certification or 
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reaches the end of their categorical eligibility.  
 
01 = No longer live in the area 
02 = You have reached 5 years of age 
03 = 6 months since pregnancy ended (for postpartum, non-breastfeeding women) 
04 = 12 months since pregnancy ended (for postpartum, breastfeeding women) 
05 = Stopped breastfeeding (for postpartum women who stop breastfeeding after their 
infant has passed her/his six month birthday) 
06 = Above the income scale 
07 = No nutritional risk 
08 = Non participation 
09 = Suspended for misusing the program 
10 = Suspended for mistreating WIC staff 
11 = Live in a facility that makes you ineligible 

 
8.  (Batch) Termination Due – Three different letters will be generated based upon the 
following criteria: 
 

 When a child that has reached his/her 5P

th
P birthday (the Action Due code will be a T) 

 When a non breast feeding woman is 6 months post partum (the Action Due code is a T) 
 When a breastfeeding woman is 12 months post partum (the Action Due code is a T) 

 
9.  (Individual) Certification Ineligibility – WIC ID:________  Reason: _____ (1-5) 

This letter should be used at certification or recertification when an applicant is found to be 
ineligible or placed on a waiting list.  
 
01 = Not categorically eligible 
02 = Do not live in the area 
03 = Above income scale 
04 = Do not have nutritional risk 
05 = Waiting list 

 
10.  (Individual) Missed Recertification Appointment – WIC ID:_______Letter Type: (1-2) 

This letter is for participants that miss a recertification appointment.  
 
1 = Letter text prompts participant to call to make appointment 
2 = Local agency staff write in a new appointment date and time 

 
 
Spanish Letter Printing 
 
All WIC notices are printed from HSIS on screen 19.  If a participant’s Language Preference is 
set to SP for Spanish, the notice will print in Spanish.  If a participant’s Language Preference is 
set to anything else besides SP, the notice will print in English. 
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In screen 19 (HSA196A – Report Request Processing) the default report printer node is 
displayed (e.g. NAAP854E).  
 
 
 

 
 
 
 
 
Preparing for Spanish Letter Printing 
 
To print WIC notices in Spanish, there are steps that the local WIC agency must take and there 
are steps that the NSB Helpdesk must take.  
 
Before printing WIC letters in Spanish, the following must be in place: 

 TS Report printer node name must be TGENned for PCL (the special printer control 
language used) T on the mainframe 

 The local agency will decide what Report printers they will use for printing WIC letters 
in Spanish. 

 The NSB Helpdesk will create the appropriate S printer node and make sure this node is 
GENned correctly through proper channels. 

 The 4th position in the new printer node will be an S (for Spanish), e.g. NAATST854E. 
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T 

 
 
 

 Remote Print Manager (RPM) software by Brooks Internet must be set to RAW (as 
opposed to Print Text).  For more information on RPM software settings, refer to the Brooks 
Internet Software website at http://www.brooksnet.com/. 

 If the local WIC agency does not have RPM software, the software or process that they 
DO use for getting printouts from the HSIS mainframe must be set to receive data in a 
raw format directly from the mainframe). 

 After the S printer node(s) has/have been GENned, the Local Agency or their local 
technical support will set up the new report printer node(s) in RPM. 

 The NSB Helpdesk will set up an appointment with the Local Agency to test each S 
printer node. 

 In order to print WIC letters in Spanish, the participant’s Patient Master Record in screen 01 
(HSA010A) must have the Language Preference set to SP for Spanish. 

 In preparation for the scheduled Spanish letter testing, the local agency will select a 
participant whose Language Preference has been set to SP for Spanish. 

 During the test, the local agency will print out a WIC letter to this participant, using the 
WIC ID. 

 
 The Spanish Ready Flag (SRF) must be set to Y for Yes in HSIS by the NSB Helpdesk. 

 During the scheduled appointment for the Spanish WIC letter test, the NSB Helpdesk 
will turn the Spanish Ready Flag on in HSIS. 

 If the letters print successfully in both English and Spanish, the Spanish Ready Flag will 
remain on. 

 If a printing problem occurs during the testing, the NSB Helpdesk will turn the Spanish 
Ready flag off until the problem has been resolved 

 Another test will be rescheduled. 
 
 
 
Printing WIC Letters in Spanish 



Chapter 4: REPORTS 
Section 2:  WIC NOTIFICATIONS/LETTERS (SCREEN 19) 
 

 
NC WIC ADP Manual                                             21     May 2010 

 
 

 
 
Type a Y for WIC Letters in the WIC Letters Menu field and press Enter to go to the screen for 
WIC Letters (HSA197A). 
 
If a Spanish report printer node is available (has been GENned), this screen will use the (S) 
report printer node (NAAS854E) instead of the default (P) report printer node (NAAP854E) that 
was set up in the Remote Terminal ID. 
 
For example, if the Remote Terminal ID was set up with default (P) report printer node 
NAAP854E, and you go to screen 19 to print WIC Letters, when you get to the WIC Letters 
screen (HSA197A), the system will look for an S report printer node.   
 
If an S report printer node has been GENned, the system will automatically change the P report 
printer node to the corresponding S report printer node.  In this example it is NAAS854E. 
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If a valid P report printer node is input into HSA196A or HSA197A, but it does not have a 
corresponding valid GENned S report printer node, the system will display error message "088 
The printer cannot be located".  WIC Letters cannot be printed to invalid S report printer nodes. 
 

 
 
 
If an invalid P report printer node or invalid S report printer node is entered on screen  
HSA196A or on HSA197A, the node will convert to an invalid S report printer node on 
HSA197A. 
 
 

 
 
Additional Information 
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On the WIC Letters screen HSA197A in screen 19, if the user chooses to batch print letters to a 
list of participants, WIC ID numbers are not needed.   However, when selecting an individual 
letter to print, the participant’s 6-digit WIC ID number is required. 
 
There are 36 possible letters that can be printed.  All of these can be printed in either English or 
Spanish depending upon the language preference set in the screen 01 Patient Master Record 
(HSA010A). 
 

 If the language preference in screen 01 Patient Master Record is set to EN, the letters will 
print out in English. 

 If the language preference in screen 01 Patient Master Record is set to SP, the letters will 
print out in Spanish (if the Spanish Ready Flag is set to Y for Yes and RPM is set to RAW.) 

 If the language preference in screen 01 Patient Master Record is set to any of the other 28 
languages other than EN or SP, the WIC letter will print out in English. 

 
After a notice is printed, the WIC Notice History file is updated for the participant in Screen 23 
(HSA230A).  This history file displays the name of the letter and also displays whether the letter 
was printed in EN for English or SP for Spanish. 
 
The default Report printer node is used for printing labels and reports and is subject to whatever 
settings have been made at the local agency in RPM or other local software in use.  If RPM is set 
to RAW for a report printer node, then Print Text will not be available and margins cannot be 
adjusted.  If RPM is set to Print Text for the report printer node, then the local agency can adjust 
the margins and font sizes, etc. 
 
Depending upon whether or not RPM is set to RAW or Print Text, and whether or not the report 
printer node is configured for PCL, and whether or not the Spanish Ready Flag (SRF) is set to Y 
or N, the results will either be a WIC letter in English or Spanish or the results will be pages of 
code characters.   
 
If the Spanish Ready Flag (SRF) is set to N for No, the system will revert to the “Old” WIC 
Letter program, so that the agency can use any P report printer node that has not been configured 
for PCL on the mainframe.  All letters will print in English, no matter what language preference 
is set in the Patient Master Record (screen 01). 
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