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PPM Revision - FCI: 04.00.00 Check Issuance — updated for electronic signature process
The State Agency (SA) has noticed a couple of issues with regard to signatures being obtained
from clients for receipt of their WIC checks via the electronic signature pad. The issues are as
follows:

Issue #1: Local Agency (LA) staff are forgetting to click the “Sign for Checks” quick link to
start the process for collecting a signature on the electronic signature pad.

e The LA staff must make sure to click this link so the client signs for the receipt of their
WIC checks using the electronic signature pad.

e [f asignature pad is not available, or the signature pad becomes disconnected before
clicking save, then the system will default to manual and print out a Manual form, the
client can sign the bottom of this sheet to acknowledge the receipt of the checks.

e This signed Manual form must be filed with the client’s diet questionnaire.

Issue #2: The LA staff is clicking the “Sign for Checks” link and having the client sign the
electronic signature pad. However, before clicking “Save” the LA staff is not verifying that a
signature has been captured by scrolling down to the bottom of the screen.

Scenario: After staff had the caregiver sign for the checks, the signature pad was moved. During
the move of the equipment, the cord may jiggle loose or lose connection for a split second. When
that disconnect happens, KWIC defaults the Sign for Checks window to Manual Signature,
which deletes the client’s signature just collected. Staff is not aware of this and click save. The
Manual form prints because that was the box that was checked at the time the save button was
clicked. Once the save button is clicked, staff cannot go back and collect an electronic signature
because the system says there are no checks to sign for because the Manual Checks selection has
been saved.
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A couple suggestions to fix this issue:

1. After the signature has been collected, scroll down to verify the signature is there and
then click save.
2. Verify the signature is present and click save before moving the signature pad.

Our goal is to have all clients sign for checks using the electronic signature pad, but realize that
there will be extenuating circumstances. If a manual form is printed it means an electronic
signature was not collected so the client must sign the bottom of the form. The manual form must
be kept with the client’s diet questionnaire.

Action Required: Review this article with all staff and review the updated policy FCI: 04.00.00
Check Issuance for the new required procedure.

If you have any questions regarding this memo, please contact the state staff member assigned to
your agency.

Enclosures:


http://www.kansaswic.org/manual/FCI_04_00_00_Check_Issuance.pdf
http://www.kansaswic.org/manual/FCI_04_00_00_Check_Issuance.pdf
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