
 

Child-to-Women Category Change in MI-WIC:  
 

Transferring the Record: 
1. Make a new Family Record on the Precertification Screen. The client will determine the 

authorized person. 

2. Do not add any client information into the Participant grid at this time.  

3. Access the Search screen. 

4. Select “State” as the Scope of the search.  

5. Select “Client” as the Search By option.  

6. Enter the Client ID or other information to search for the aged-out client.  

7. Click on the Find button. 

8. Select the row of the client to be transferred from the Search results grid. 

9. Click on the Transfer in State button. The Transfer Client pop-up will be displayed. 

10. Save the Transfer Client screen. 

Scheduling an Appointment: 

11. If additional family members exist, add them to the precertification record at this time. 

 

12.  Begin the scheduling appointment process.  

 

13. When scheduling an appointment, change the ‘scheduled category’ on the schedule 

appointment screen to reflect the new client category. 

 



14. Schedule a ‘CERT’ or ‘PCERT’ appointment as appropriate, even though the client has previously 

been on WIC. 

Intake: 

*The following steps are not new but reminders. 

15. When client reports for their appointment start at the ‘Family Information’ Page – make sure ALL 

required information is filled out.  If client is a PG client, make sure that the ‘number of expected 

infants’ is recorded.  Proceed with filling out the rest of the required information on the ‘income 

tab’, ‘adjunct eligibility’ and additional ‘information tab’.   

 

a. Note, the client’s name will appear on the adjunct eligibility screen only after their 

appointment has been marked as attended.  

Please NOTE: Please skip the client information screen for now and proceed with CERT Action 

screen.  Step 22 will take the user back to the client information screen to complete these steps.  

Cert Action: 

*Below are new steps:  

16. Click on the most recent row on the ‘Cert Action’ screen and click on the ‘Category Change’ 

button at the bottom of the screen. 

 

17. In the pop-up, select the ‘New Women Category’ for the client (PG, BE, BP and NPP).  

 

18. Based on the client’s new category, enter the appropriate dates for the client’s LMP (if available), 

ADD or EDD.  

 

19. The ‘New Cert Start Date’ and ‘New Cert End Date’ will automatically populate. 

 

 

 

 

 

 

 

 

 



20. Click ‘Save’ to Continue.  

 

 
 

 

21. After you hit save – the below message will populate if the client’s new category is PG. 
 

 

Intake Continued: 

22. Complete the ‘Client Information Tab’ – make sure that all required fields are filled in, including 

‘Proof of Pregnancy’ if the client is PG. 
 

23. Proceed with the rest of the appointment as per standard procedure. 

 

24.  Historical data and records from the aged-out client’s previous chart will be transferred into the history 

tab of the client under the NEW family record.  This includes all lab and anthropometric data.  


