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EPPIC™ System Overview

EPPIC™ is the computer system through which lowa delivers Food Assistance via
electronic benefit transfer (EBT). The EPPIC™ system:

¢

L

¢

Maintains Food Assistance issuance data.
Tracks all Food Assistance account activities.
Authorizes Food Assistance purchase transactions at retailers’ point of sale devices.

Provides customer service support for cardholders and retailers 24 hours a day,
7 days a week.

Allows Department central office to specify a password (called “multifactor
authentication”) for extra account security, upon client request.

Provides the Department with real-time access to Food Assistance account
information, benefit availability, and account transaction histories.

Allows the Department to add authorized representatives and secondary cardholders
to Food Assistance accounts when those actions cannot or should not be performed
through the Automated Benefit Calculation System (ABC).

Allows the Department to deactivate any lowa EBT card immediately.

Reconciles daily all Food Assistance activities between the state, the federal
government and retailers.

Provides DHS and the USDA Food and Nutrition Service (FNS) the ability to monitor
the following facilities to ensure that Food Assistance program violations do not
occur:

e FNS-authorized meal services that provide substance abuse treatment.

e Drug and alcohol treatment centers that use Food Assistance through authorized
representative lowa EBT cards.

e Group living arrangements.

Generates financial and other types of reports for DHS and FNS Food Stamp
Program administration staff.
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The ABC system transfers information on cardholders and their benefits to the EPPIC™
system in an overnight batch process. When ABC processes an approval for a
household for Food Assistance for the first time, the EPPIC™ system:

¢ Sets up an EBT Food Assistance account for the household, and
¢ Initiates the mailing of an lowa EBT card to each person authorized on ABC as an
lowa EBT cardholder.

The EPPIC™ system draws down Food Assistance benefits from the federal government
and transfers payments to retailers as each purchase takes place. EPPIC™ keeps track
of all lowa EBT card transactions and other types of transactions used for program
administration.

Department staff use the EPPIC™ on-line system to access EBT account information.
This chapter describes the EPPIC™ system screens and functions that are used to
handle ongoing tasks specific to Food Assistance Program policy.

¢+ A few of the functions described in this chapter can be accomplished only through
direct entries to the EPPIC™ system, and not through the ABC batch process.

¢ Some EPPIC™ functions described in this chapter are to be used only in an
emergency, or their use is restricted to Central Office.

¢ Some EPPIC™ screens and functions are solely for the use of Food Assistance
Program administrators and the EBT service provider and are deliberately not
mentioned in this chapter.

The term “recipient” as used in the EPPIC™ system means “cardholder.” EPPIC™
contains limited information on Food Assistance household members who are not
authorized lowa EBT cardholders.

EBT Customer Service

The EBT customer service call center provides lowa EBT cardholders and retailers with
support 24 hours per day, 7 days a week. Toll-free access numbers are:

¢ For lowa EBT cardholders: 1-800-359-5802.
¢ For retailers: 1-800-414-1422.
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Calls are answered by a recorded voice response system (ARU). Callers need a touch-
tone telephone to access information through the ARU. Callers can receive customer
service assistance in English or Spanish. Callers have the option to transfer from the
ARU and speak to a customer service representative at various times during a call.

When information on an account or any other action is requested, the ARU or a
customer service representative will verify that the caller is an lowa EBT cardholder on
the account. To verify a cardholder, customer service requires the caller to enter the
following data using the telephone number keys:

The 19-digit EBT card number (PAN),

The last four digits of the cardholder’s social security number,
The cardholder’s date of birth, and

A multifactor authentication password, if applicable.

* & o o

The information given by the caller must match the information that the ABC system
transmitted to EPPIC™. The EBT customer service will not provide account information
if a caller gives information inconsistent with EPPIC™ records. The customer will be
told to contact the IM Customer Service Center to update the information.

Through the ARU

The ARU prompts callers to select options using their telephone keys. The ARU
can provide:

Current account balance information.
Account transaction history.

PIN selection and PIN changes.

EBT retailer locations.

* & o o

At various points in the call, the ARU offers the option to transfer to a live
customer service representative. When a caller selects the option “Report of lost,
stolen, or damaged cards” from the ARU menu, callers are transferred to a
customer service representative.
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Through the EBT Customer Service Representative

EBT customer service representatives provide the following services:

L4

L

Current account balance.

Account transaction history.

Assistance to cardholders who have difficulty in selecting their PINs.
Deactivation and replacement of lost, stolen, or damaged lowa EBT cards.

The point of contact for transaction disputes when retailer or third party
processor equipment problems cause an incorrect debit or credit to an account.

Manual voucher authorizations and subsequent “holds” on benefits for the
amount of purchase.

Answers to general questions about EBT, using a standardized list of most
frequently asked questions and standard answers. Callers are referred to their
local DHS office for all other inquiries, including questions about benefit
issuance amounts or availability.

When the caller reports a lost, stolen, or damaged EBT card, the customer service
representative verifies the identity of the cardholder. Then:

L

When the customer service representative can validate the cardholder’s
identity, the card is deactivated and a replacement card is simultaneously
mailed.

When the customer service representative cannot identify the caller as the
cardholder, the card will be deactivated but a replacement card will not be
mailed.

For example, if the caller gives an address different from the address showing on
EPPIC™, a replacement card will not be initiated. The customer service
representative will instruct the caller to contact the IM Customer Service Center to
update information as appropriate. An IM worker must update the ABC system
and issue the replacement card.
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Through the EBT Client Portal

The EBT client portal is located at https://www.ebt.acs-inc.com/. There is no
charge for the on-line access. The portal provides the following services:

Current account balance.

Account transaction history.

PIN changes.

English and Spanish card mailers
Information page on lost or stolen cards.
Frequently asked questions.

Farmers Market information.

* & & & o o o

Using EPPIC™

A security clearance is required in order to access the EPPIC™system. There are
different levels of security clearance. The level of clearance determines what functions
a user can perform in the EPPIC™ system.

NoTe: Whenever possible, changes to the EPPIC™ system must be made through the
ABC batch process. Entries made directly to the EPPIC™ system do not update ABC.
If it is necessary to make changes to EPPIC™, a corresponding change must be made to
the Department’s ABC system as soon as possible in order to protect the integrity of
ABC data.

Login and Logout Procedures

When you receive your security clearance, you will be given a temporary
password. Your User ID is your network login ID, and is case-sensitive.

When you log in to the EPPIC™ system for the first time, you must change your
password immediately after logging in. See User Password and Password Changes
before you log in to EPPIC™ for the first time.

The following action steps guide the user through logging in to the EPPIC™
system:

lowa Department of Human Services Employees’ Manual


https://www.ebt.acs-inc.com/

Title 14: Management Information Page 6

Chapter J: EPPIC™ Electronic Benefit Transfer System Using EPPIC™
Revised April 13, 2012 Login and Logout Procedures
STEP ACTION
1 Click on the EBT Login link on the DHS Field Intranet site.
2 The EPPIC™ “lowa EBT Card” Login screen will appear.
USER 1D PASSWORD
Forgot Password 7

3 Enter your EPPIC™ user identification number in the USER 1D box.

4 Enter your EPPIC™ password in the PASSWORD box.

5 Click on the LOGIN button.

6 When you have logged in to EPPIC™, your user name and the date and

time you logged in appear on left side of the screen under USER INFO.

Example of the EPPIC™ menu:

ThA

EPPIC

User, Info

Marme: eppicl

Lagin:

03/20/2003 11:10:19
Akt

03/20/2003 11:10:19

Recipient Account
Financial Accounting
Reconciliation
Voucher Management
UIT User Management
Retailer Management

Password Change

[ Loy e

_1
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The following action steps guide the user through logging off of the EPPIC™

system.
STEP ACTION
1 You can log out of EPPIC™ from any screen. To log out, click on the LOG

OuT button on the EPPIC™ menu.

EPPIC

User Info

Marna: eppicl

Login:

03/20/2003 11:10:19

Ak,
03/20/2003 11:10:19

Recipient Account
Financial Accounting
Reconciliation
Voucher Management
Ul User Management

Retailer Management

Password Change
[ Log ot

2 The “lowa EBT Card” Login screen will reappear when you are logged
off of the EPPIC™ system.

Setting the Security Question

The first time you log into EPPIC™, you will be prompted to select a security
question and answer. This security question will enable you to change your
password if you are later unable to remember your password.
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STEP ACTION
1 Select a question from the drop down and enter an answer in

SECURITY ANSWER. You will be required to confirm the answer before
you can click SAVE.

EPPI [j;‘J User Profile
User Profile
Security Question Security Answer Confirm Security Answer
Lrcser ]
2 The following pop-up box will appear to indicate the security

question and answer were successfully set. Click oK.

Windows Internet Explorer E|

1 E User Profile Updated Successfully!
-

Using the Security Question

If you forget your password:

STEP ACTION

1 Click on the Forgot Password link on the Login screen.

fos
|

‘icls =k
| |

H "

USER ID PASSWORD

Forgot Password 2
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STEP ACTION
2 The User Security Question screen will open. Enter your user ID

and click suBmIT.

EIIJI:J|C;T User Security Question

Security Question

Please enter your Userld to retrieve your Security Question,

User Id

,7
Submit Cancel

Select your question and type your answer in SECURITY ANSWER.
Click suBmIT.

EPPI [::\y1 User Security Question

Security Question

Please select your selected security question and provide your security answer.

User Id

ACSCML

Security Question Security Answer
¥What iz your mother's maiden name? |
Submit Cancel

If the question and answer match your selected question, the User
Reset Password screen will open. Type your new password in the
NEW PASSWORD and CONFIRM PASSWORD fields and click suBmIT.

EPPIC Useraser P aseniond

Reset Password

Enter your new password and confirmation to reset your password,
New Password

Confirm Password

Submit Cancel
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STEP ACTION
5 A pop-up box will appear to indicate your password was
successfully changed. Click ok.
Windows Internet Explorer [Z|
3 Successfully changed password, 1
6 You will be returned to the Login screen to log into EPPIC™ with
your new password.

Changing the Security Question

If you forget your security question:

STEP

ACTION

1

Select the USER PROFILE button on the main toolbar.

Client Account
Financial Accounting
Reconciliation
Reports

Voucher Management
UIT User Management
Retailer Management
Interoperability

User Profile

-Pésswnrci C_hange -

(Lo s
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STEP ACTION
2 The Security Question screen will open. Select a question from

the drop down and enter an answer in the SECURITY ANSWER field.
You will be required to confirm the answer before you click SAVE.

T
EPPIC User Profile
User Profile
Security Question Security Answer Confirm Security Answer
‘What iz your mother's maiden name? % |
save — W Reser

A pop-up box will appear to indicate your question was successfully
changed. Click oK.

Windows Internet Explorer E|
! 'j User Profile Updated Successfully!

User Password and Password Changes

An EPPIC™ password is eight characters in length. An EPPIC™ password is
case-sensitive. You cannot log on to EPPIC™ if your password is not entered
exactly as set up, using the correct upper-case and lower-case letters.

You should change your EPPIC™ password when:

¢ You are a new EPPIC™ user logging in to the EPPIC™ system for the first
time. The temporary password assigned to new users is good for only the
first login.

¢ You are prompted to do so by EPPIC™.

¢ A change is needed for security purposes.

¢ You want to make a change.
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An action step chart followed by a screen print of the user password changes
message shows you how to change your EPPIC™ password:

STEP ACTION

1 Click on the PASSWORD CHANGE button on the EPPIC™ menu.

T

EPPIC

User Info

Marme:! eppicl

Login:

03/20/2003 11:10:1%

Ak,
03/z0/2003 11:10:19

Recipient Account
Financial Accounting
Reconciliation
Voucher Management
UIT User Management

Retailer Management

Password Change

[ Log out
2 Enter your current password in the OLD PASSWORD box.
3 Enter your new password in the NEW PASSWORD box, and enter it

again in the CONFIRMATION box.

4 Click the CHANGE button on the bottom of the screen. A message
will appear: “Successfully changed password.” Click oK.

Microsoft Internet Explorer |

& successfully changed password.
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Cardholder Search and Viewing Account Balance

The EPPIC™ user can view the balance on any EBT food account. The Recipient
Case Management screen displays the BALANCE and AVAIL BAL fields.

¢ BALANCE is the total amount of assistance available plus all benefits posted to
the account, not what is available for use.

¢ AVAIL BAL shows the amount of benefits that is available for use.
The cardholder search function (RECIPIENT ACCOUNT) allows the user to search for a

specific cardholder or account information. You may search by the cardholder’s
name, lowa EBT card number (PAN), social security number, or DHS case number.

The following screen prints and action-step charts show how to perform a search
for a specific cardholder and to view the EBT account balance.

STEP ACTION

1 Click on RECIPIENT ACCOUNT button on the EPPIC™ menu.

EPPIC”

User Info

Mame: eppicl

Login:

037202003 12:31:13

Ak,
03/20/2003 12137152

Recipient Account

" Account Setup

" Account Maintenance
Financiall Accounting
Reconciliation
Voucher Management
UlT User Management
Retailer Management

Password Change

[\Log ot
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STEP ACTION
2 Click on the ACCOUNT MAINTENANCE button on the EPPIC™ menu.
3 The Recipient Search screen will appear.
; EPPIC Case Worker: Recipient Search - Microsoft Internet Explorer
J File Edit ¥iew Favorites Tools Help |
J I A fa) Q G4 4 ‘ F ?
Back Earyard Stop Refresh Home Search Fawvorites History hdail
JAQDIFESS I@ hitp:/ /67 64.87.145:8880/ eppicmanage/ acctmgmt/recipsearchentry. eppic j @ Go |J|—i”k5 >
T L. ;I
Epp|c Recipient Search
Recipient Search
Mame: eppicl
Lagin: Select search method
04/14/2003 07:21:15
’;';;;_4;2003 074791 ¢ Last and First Name
" SSN
o
¢ case Number
; .
Last First
S ) g )
Liog out
4| | _’l_l
4 On the Recipient Search screen, use the SELECT SEARCH METHOD by

clicking the bullet next to the item you want to search for: LAST AND FIRST
NAME, SSN, PAN OF CASE NUMBER.

PAN is the 19-digit number on the front of the lowa EBT card. Each lowa
EBT card has its own unique PAN.

CASE NUMBER is the ABC Food Assistance case number. Enter the entire
ABC case number, including the last digit.

5 Enter information in the boxes that appear according to the search
method chosen.

If you are searching by name and the spelling of the name is uncertain,
you can enter the first letter or part of the last name in the LAST box.
You can also enter the part of the last name and part of the first name.

Click on the SeEARCH button.

lowa Department of Human Services Employees’ Manual



Title 14: Management Information
Chapter J: EPPIC™ Electronic Benefit Transfer System

Page 15
Using EPPIC™
Cardholder Search and Viewing Account Balance

Revised April 13, 2012

STEP ACTION
6 The Recipient Search Results screen will appear.
T . ;I

Epp | [: Recipient Search Results
Recipient Search Results
Ej;: SIS Recipients Found
04/14/2003 07:21:15 Type MName SSN Address

8 PRIMARY ZACH, SDAM 000000000 1305 E.WiaLMUT DES MOINES 1
DYEAERES ez PRIMARY ZACH, EVE 1119911 100 MAIN DES MONES 14
Recipient Account

SEARCH

Financial Accaunting

Reconciliation

Reports

Voucher Management
UIT User Management
Retailer Management

Password Change

L5 out.

-

7 Click on the cases button next to the correct cardholder.

8 The Recipient Case Management screen will appear.
T
"Ne

Recipient Case Management

Primary Cases

| = <
[Issue Avail Avail ‘
Case Nbr Program Status |Date Date Balance Bal
F100052071 [FOOD STAMP OPER 017112003 034172003 | 326773 g267.73| (CEEEHND CEED
Total Balance
":ET Food Stamp Balance $267.73
Food Stamp Available $267.73
Recipients
Type |Name PAN Nbr |Access |
o . ! : | !

and TOTAL BALANCE: FOOD STAMP AVAILABLE field.

9 The available balance shows under the PRIMARY CASES: AVAIL BAL field,
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Checking the Status of an EBT Card

The following action steps show how to check the status of an EBT card.

STEP ACTION

1 Perform a cardholder search as directed under Cardholder Search and
Viewing Account Balance.

2 Click on the carDs button on the bottom of the Recipient Case
Management screen. The Recipient Cards Management screen will

appear.
Th . ;I
EPFJ” : Recipient Case Management
RecipientiInfo Primary Cases
ADAM Issue Avail Avail
S Case Nbr |Program Status Date Date Balance al |
Male 4123456789|FOOD STAMP OPEN 0412412003 04n5r2003| $100.00 $100.00| DETAILS
01/01/1950

oogogogoo
LTS B SR Total Balance

DES MOIMES Food Stamp Balance $100.00
La 50313 Food Stamp Available $100.00

Recipients

Recipient Account Type Name PAN Nbr Access

| |
Financial Accounting PRIMARY ZACH, ADAM £274850103000087301 |FOOD STAMP | (RELUE] |
Reconciliation

Add New Case
Voucher Management
Ul User Management
Retailer Management
Password Change

Lo ot

Recipient has opened cases for all available programms.

ol
»

-
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STEP ACTION

3

The PAN section of the screen shows the numbers of all cards issued on
the account.

The AccCESss section of the screen shows whether each card was issued to
a primary or a secondary cardholder. Authorized representative
cardholders will appear as secondary cardholders.

The STATUS section shows whether each card is “registered” (active) or
another status other than active.

The Issue DATE section shows the date the card was mailed.
The EXPIRE DATE is the card expiration date.

The FReeze DATE is the date the card was deactivated.

T ;I

EPFJ|G Recipient Cards Management

Cards

ADAM The cards with status "ALLOCATED" are temporary; they need issuance,
ZACH .
Male PAN Access Status :)sast";e g:;g;re E:::ze
01/01/1950
000000000 62745350103000097301 | PRIMARY |REGISTERED 04/14/2003 | 12/31/2049 DETAILS
1305 E. WALNUT
DES MOINES
IA 50319
[recipien] Cases ] caros ] TRansacrion
Recipient Account
Financial Accounting

Reconciliation
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Deactivating and Replacing an lowa EBT Card

EPPIC™ users can immediately deactivate a card and issue a replacement card.

Cardholders can deactivate and replace their own lowa EBT cards by calling EBT
customer service. When the customer service representative can identify the
caller as the cardholder, the caller will be mailed a replacement card at the same
time the old card is deactivated. See EBT Customer Service for more information
about replacement of lost, stolen, or damaged cards.

When the EBT customer service cannot identify that it is the cardholder making
the replacement request, an IM worker must replace the card through EPPIC™ or
ABC entries.

Use EPPIC™ entries to deactivate and replace a card when:
¢ The case is closed on ABC.
¢ The card was lost or stolen.

Use EPPIC™ entries to deactivate, but not replace, a card when:

¢ The primary cardholder requests deactivation of a card belonging to a
secondary cardholder or authorized representative.

¢ The only person on a Food Assistance case passes away.

NoOTE: If benefits are returned due to death or because a household no longer
wants the benefits, check to see if an overpayment claim exists against the
household.

¢ If so, process the return as a claim repayment. Benefits returned in excess of
the claim amount should be processed as returned benefits.

+ If no overpayment claim exists, complete form 470-2574, EBT Adjustment
Request, to document the return. See 6-Appendix for instructions. Make an
entry to ABC as instructed in 14-B(5), Recording Returned Food Assistance.

The following action steps and screen prints show how to deactivate and replace
cards.
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STEP ACTION
1 Click on RECIPIENT ACCOUNT on the EPPIC™ menu. Example of the EPPIC™

menu:

EPPIC

User Infa

Mame: eppicl

Login:

03/20/2003 12:31:13
Ak

03/20/2003 12:37:52

Recipient Account

" Account Setup

® Account Maintenance
Financial Accounting
Reconciliation
Voucher Management
UIT User Management

Retailer Management

Password Change

Log out

Click on ACCOUNT MAINTENANCE on the EPPIC™ menu.

The Recipient Search screen will appear.

e

Tha

EI:'I:'ID Recipient Search
Recipient Search
Marne: eppicl
Login: Select search method

04/14/2003 07:21:15
& Last and First Name
" S5N
 PAN

Act,
04/14/2002 07:47:31

Recipient Account
Financial Accounting ¢ Case Number

Reconciliation

[z
Reports I .
Last First
Voucher Management

UIT User Management SEHGH sESET

Retailer Management

Password Change

Llog out
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STEP

ACTION

4

On the Recipient Search screen, use the SELECT SEARCH METHOD by
clicking the bullet next to the item you want to search for: LAST AND FIRST
NAME, SSN, PAN Or CASE NUMBER.

PAN is the 19-digit number on the front of the lowa EBT card. Each lowa
EBT card has its own unique PAN.

CASE NUMBER is the ABC Food Assistance case number. The entire
10-digit case number must be entered.

Enter information in the boxes that appear according to the search
method chosen.

If you are searching by name and the spelling of the name is uncertain,
you can enter the first letter or part of the last name in the LAST box.
You can also enter part of a last name and part of a first name.

Click on the SEARCH button.

The Recipient Search Results screen will appear.

|2 — . - - I ) - .

EPPIC Recipient Search Results

Userinto Recipient Search Results

Narne: eppicl e
o Recipients Found
04/14/2003 07:21:15 Type MName SSN Address

Sk PRIM&RY ZACH, ADAM 000000000 1305 E. WALNLT DES MOINES 14,

04/14/2003 07:47:53
PRIM&RY ZACH, EVE 111111 100 MaN DES MOIMES 1

Recipient Account

Financial Accounting

Reconciliation
Reports

Voucher Management
UIT User Management
Retailer Management
Password Change

A

logjout)

Click on the caAses button next to the correct cardholder.
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STEP ACTION
8 The Recipient Case Management screen will appear.
Th L. ;I
EPFJ| G Recipient Case Management
Primary Cases
J:Eg:' Case Nbr Program Status :)sastuee 3:?;' |Ba|an|:|3':;::laiI |
Male £123456753 | FOOD STAMP OPEN 04/2442003 D4m5r2003| $100.00 $100.00| DETAILS
0140171950
ogooooooo
1305 E. WALNLT Total Balance
DES MOINES Food Stamp Balance $100.00
Ia 50313 Food Stamp Available $100.00
Recipients
Recipient Account Type Name PAN Nbr Access I I
PRIMARY ZACH, ADAM 6274850103000087301 | FOOD STAMP |
Add New Case
Recipient has opened cases for all available programs.
9 Click the cARD button in the RECIPIENTS section of the screen and the
Recipient Cards Management screen will appear.
Th L. d
Epp| G Recipient Cards Management
Cards
ADAM The cards with status "ALLOCATED" are temporary; they need issuance,
ZACH N
Mala PAN ACCess Status :)sast";e g:;g;re E:::ze
01/01/1950
000000000 £274550103000097301 | PRIMARY |REGISTERED | 04/14/2003 |12/31/2049 DETAILS
1205 E. WALNUT
DES MOIMES
IA 50319
10 Use the drop-down arrow to select the applicable reason for deactivation
in either the STATUS CARD or the STATUS AND REPLACE CARD section.
If a replacement card should not be issued, click on the STATUS button in
the STATUSs CARD section to deactivate the card without issuing another.
If a replacement card should be issued, click on the CONTINUE button in
the STATUS AND REPLACE CARD section to simultaneously deactivate and
replace the card. (Used in this example.)
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STEP ACTION
11 Message: “Proceed with Card replacement including statusing Card to

LOST?” (The actual card status will show in the message as the reason
selected for deactivating the card.) Click ok to complete the action.

Microzoft Internet Explorer

@ Proceed with Card replacement including statuzing Card to LOST?

Cancel \

12 The Account Management — Card Replace screen will appear.
E |:’0|:J| [:; - Account Management - Card Replace
Card Issuance
Mame: eppicl |
Login:
03/25/2003 12:15:36
Ak, [EAR & mail
03/23/2003 15:07:56
EThe PIM on the old card will carry ower to the replacement card.
[ RerLace Jreser  JeanceL ]
13 Click the REPLACE button in the Account Management — Card Replace
screen.
14 A message will appear: “Card has been successfully replaced.”
15 Click ok. EPPIC™ transmits information to the card processor to produce

and mail the lowa EBT card.

Microzoft Internet Explorer

& Card has been successully replaced.
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Adding Secondary Cardholders and Authorized Representatives

When possible, all designated EBT food account cardholders must be authorized to
receive an lowa EBT card through the ABC system. ABC has the capability of
authorizing two cardholders — one primary cardholder and one additional
cardholder as an authorized representative or a secondary cardholder.

If a third cardholder needs to be added on a case without removing the existing
cardholders, or if a cardholder needs to be added on a case that is closed in ABC,
the cardholder must be added through EPPIC™.

The following action steps show how to add a cardholder through EPPIC™ entries.

STEP

ACTION

1

Click on RECIPIENT ACCOUNT on the EPPIC™ menu. Example of EPPIC™
menu.

ThA

EPPIC

User Info

Marme: eppicl

Logim:

03/20/2003 12:31:13
Atk

03/ 20/2003 12137152

Recipient Account

" Account Setup

" Account Maintenance
Financial Accounting
Reconciliation
Voucher Management
UlT User Management

Retailer Management

Password Change

| Liog out
2 Click on ACCOUNT MAINTENANCE on the EPPIC™ menu drop down box.
3 The Recipient Search screen will appear.

lowa Department of Human Services Employees’ Manual




Title 14: Management Information Page 24

Chapter J: EPPIC™ Electronic Benefit Transfer System Using EPPIC™
Revised April 13, 2012 Adding Secondary Cardholders and Authorized...
STEP ACTION

4 On the Recipient Search screen, use the SELECT SEARCH METHOD by
clicking the bullet next to the item you want to search for: LAST AND FIRST
NAME, SSN, PAN, Or CASE NUMBER.

PAN is the 19-digit number on the front of the lowa EBT card. Each lowa
EBT card has its own unique PAN.

CASE NUMBER is the ABC Food Assistance case number. You must enter
the entire case number.

5 Enter information in the boxes that appear according to the search
method chosen.

If you are searching by name and the spelling of the name is uncertain,
you can enter the first letter or part of the last name in the LAST box.
You can also enter part of a last name and part of a first name.

Click on the SeARcH button.

6 The Recipient Search Results screen will appear.
, — - o . — " ,
ThA L. ;I
Epp| [: Recipient Search Results
Recipient Search Results
Ej;‘?: SR, Recipients Found
04/14/2003 07:21:15 Type Name SSN Address
Ak PRIMARY ZACH, ADAM 000000000 1305 E. WWALMUT DES MOIMNES 14,
04/14/2003 07:47:53
PRIMARY Z&CH, EVE 1111191 100 M&N DES MOINES 14
Recipient Account
==

Reconciliation

Voucher Management

7 Click on the cAsEs button next to the correct cardholder.
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STEP ACTION
8 The Recipient Case Management screen will appear.

EPPIC Case Worker: Recipient Cases - Microsoft Internet Explorer

| File Edit View Favortes Tools Help | Links >
ThA . ;I
Epp“‘ : Recipient Case Management
Recipientinfo Primary Cases
ADAM Issue Avail Avail
- Case Nbr Program Status Date Date Balance al |
Male A1 23456789 |FOOD STAMP OPEM 04/2472003 | 044152003 | F100.00 1 DD.DD| CLOSE DETAILS
01/01/1950
(ululululululululu}
1305 £ WALNLT Total Balance
DES MOIMES Food Stamp Balance $100.00
La 50313 Food Stamp Available $100.00
Recipients
Recipient Account Type MName PAN MNbr Access [ [
Financial Accounting PRIMARY IACH, ADAM E274850103000097301 |FOOD STAMP DETAILS |-

Add New Case

Liog ot

Recipient has opened cases for all available programs.

e
-
4
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STEP ACTION
9 Click on the DETAILS button in the PRIMARY CASES section of the screen
and the Recipient Benefits Management screen will appear.
ThA ;I
Epp| [: Recipient Benefits Management
Case Information
ADAM Case Number | Type Status Program Type |Total Bal |Awvail Bal |
;’:?: 2123456789 |REGULAR | OPEM FOOD STAMP ;CT)SSP $100.00|  $100.00 ‘
01/01/1950
oooogoooo
1305 E. WALNUT —
DES MOINES Secondary Recipients Add
I~ 50319 ADD
& New Recipient ISECONDARY ONE v[ ‘
Benefits
Auth Available |Benefit |Issue |SP|Type |Status |Amt. Bal. ||
12345678010850  [D4/15/2003  |D4A5/2003 [04124/2003 |FF |SUPPLEMENTAL  |&CTIVE | $100.00) $100.00] |
.
Benefit ssue
g:-'lll:grams Benefit Type Benefit Date Available Date | Amount | Auth Number
I = o L el —
55 out:
4| | H
10 Under SECONDARY RECIPIENTS ADD, select SECONDARY TwO from the drop
down box.
11 Click the ADD button.
12 A message will appear: “Continue to create new recipient as secondary
to this case?” Click ok. The Secondary Add: Secondary Recipient
Info screen appears.
Microsoft Internet Explorer !
@ Continue bo create new recipient az secondary to thiz case?
Cancel |
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STEP ACTION

13 Fill in recipient information. (All fields must be populated except for mi,
SUFF, ADDRESS 2 and PHONE.)

14 Click cONTINUE. The Recipient Case Management: Secondary Add
screen will appear.

Epp| C;m Recipient Case Management: Secondary Add
Card Issuance

Marne: eppicl

Login: X
06/13/2020 06:27:30 PAN & mail
Ak,

06/13/2020 12:57:48

Recipient Account

Mo PIN will be issued at the time of card issuance.
The PIN needs to be chosen via the Customer Service ARL.

Financial’/Accounting

Reconciliation

Reports
Please click on the "Proceed" button to finish secondary setup.

ML Sl =

Ul User Management
Retailer Management
Password Change

Loglout

15 Click the PROCEED button.

16 Message: “Proceed with addition of secondary recipient?” Click oK.

Microsoft Internet Explorer |

@ Froceed with addition of secondary recipient?

Cancel |

17 Confirmation message appears. Click oK.

Microsoft Internet Explorer |

Fecipient has been successfully created.
Card has been successfully issued.
Secondary Recipient has been successfully added.
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Emergency Removal of Cardholder or Authorized Representative

When a primary cardholder reports that an authorized representative or a
secondary cardholder on the household’s account needs to be stopped
immediately from having access to the food account, deactivate the person’s lowa
EBT card through EPPIC™ entries. Deactivation of an EBT card through entries
made directly to EPPIC™ is immediate.

Removing a person through the ABC system delays the deactivation of the
person’s lowa EBT card. The person continues to have full access to the account
until the ABC batch process is completed.

If the person’s information also appears on the ABC system, make corresponding
entries to remove the person from ABC.

The following action steps show how to remove a secondary or authorized
representative cardholder.

STEP ACTION
1 Click on RECIPIENT ACCOUNT on the EPPIC™ menu. Example of the EPPIC™
menu:
EPPIC

Mame: eppicl

Login:

03/20/2003 12:31:13
Ak

03/20/2003 12:37:52

Recipient Account

" Account Setup

" Account Maintenance
Financial Accounting
Reconciliation
Voucher Management
UIT User Management

Retailer Management

Password Change

[ Log out.

2 Click on ACCOUNT MAINTENANCE on the EPPIC™ menu drop down box.
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STEP ACTION
3 The Recipient Search screen will appear.

TM . ;I
Epp| [: Recipient Search
Recipient Search
Marne: eppicl
Login: Select search method
04/14/2003 07:21:15
Ak o A
VAL AR 7haThE {* Last and First Name
 S5N

Recipient Account £ PAN
Financial Accounting  Case Number

|

Last First

Reconciliation

Reports

Voucher Management

UlT User Management searcri JRESET ]

Retailer Management

Password Change

Liog out.

. -

On the Recipient Search screen, use the SELECT SEARCH METHOD by
clicking the bullet next to the item you want to search for: LAST AND FIRST
NAME, SSN, PAN Or CASE NUMBER.

PAN is the 19-digit number on the front of the lowa EBT card. Each lowa
EBT card has its own unique PAN.

CASE NUMBER is the ABC Food Assistance case number. You must enter
the entire case number.

Enter information in the boxes that appear according to the search
method chosen.

If you are searching by name and the spelling of the name is uncertain,
you can enter the first letter or part of the last name in the LAST box.
You can also enter part of a last name and part of a first name.

Click on the SEARCH button.
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STEP ACTION
6 The Recipient Search Results screen will appear.
ThA . ;I
E|IJ|D| [: Recipient Search Results
Recipient Search Results
E:;T: BEEE Recipients Found
04/14/200% 07:21:15 Type Name SSN Address
Ak PRIMARY ZACH, ADAM 0a0oooo00 1305 E. WaLNUT DES MOIMNES I CASES
BALYSIE T/sloeE PRIMARY ZACH, EVE 111111111 100 MAIN DES MOIMNES &
SEARCH
7 Click on the cAses button next to the correct cardholder.
8 The Recipient Case Management screen will appear.

ThA

EPPIC

Recipient Case Management

Primary Cases

[ |

ADAM Issue Avail Avail

- Case Nbr |Program Status Date Date Balanl:eBal

Male 2123456789 |FOOD STAMP CPEM 0452452003 |04 502003 | $100.00) $100.00 KEEeEiS DETAILS

01/01/1950

000000000

1305 E. WALHUT Total Balance

DES MOINES Food Starmp Balance $100.00

Ia 30313 Food Stamp Available $100.00
Recipients

Recipient Account Type Name PAN Nbr Access [ [

Financial Accolnting PRIMARY IACH, ADAM E2745501 03000057301 |FOOD STAKMP DETAILS | CARD

Reconciliation

Reports Add New Case

Voucher Management . X
Recipient has opened cases for all available programs,

UIT User Management

Retailer Management
RECIPIENTY CASES

TRANSACTION

Password Change

Lloglout
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STEP

ACTION

9

Click the DETAILS button in the PRIMARY CASES section of the screen and
the Recipient Benefits Management screen will appear.

Th . ;I
Epp” ; Recipient Benefits Management
REcipient Info Case Information
ADAM Case Number | Type Status Program Type |Total Bal |Awvail Bal |
ZACH
ol 4123456780 |REGULAR | OPEN FOOD STAMP ;?gﬁp $100.00  $100.00 ‘
01/01/1950

000000000
1305 E. WALNUT

DES MOINES Secondary Recipients Add

14 50319 ADD ‘

& New Recipient ISECONDARY ONE 7|
Recipient Account Benefits

Financial Accounting Auth Available |[Benefit |[Issue |sp [Type |Status |[Amt. Bal.
123456755910930 0441552003 0451552003 |D4.Q4.l‘2003 |FF |SUPPLEMENTAL |ACTI\"’E $100.00| $100.00
Reconciliation
_
Voucher Management Benefit Issue
UIT User Management g:-'lll:grams Benefit Type Benefit Date Available Date | Amount | Auth Number
Retailer Management |FF;| |REGULAR LI I_ff I_«"I_ I—ff I_«"I_ $l— I—
Password Change T5SUE RESET

ll5G ot

n

—

10

Click the REMOVE button in the SECONDARY RECIPIENTS section for the
person you want to remove. Message: “Proceed to remove secondary?”
Click ok to complete the action.

Microsoft Internet Explorer |

@ Froceed to remowve secondany?

Cancel |
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Cardholder Demographic Update

Never update demographic information directly in the EPPIC™ system if the
update can be accomplished by updating EPPIC™ through the ABC batch process.
You must update a cardholder’s demographics in the EPPIC™ system when:

¢ The ABC case is in a closed status and a cardholder’s address needs to be
changed in order to issue a replacement lowa EBT card. ABC will take an
address change when a case is closed, but information will not be transmitted
to EPPIC™ from a closed case. Update ABC and EPPIC™ at the same time to
ensure the integrity of the ABC and EPPIC™ systems.

¢ The cardholder’s information is not on ABC. Some cardholders are issued lowa
EBT cards directly through EPPIC™ entries. Examples include:

e Emergency authorized representatives
e A third cardholder on an account

The following screen prints and action steps show how to update demographics in
the EPPIC™ system by direct EPPIC™ entries.

STEP ACTION

1 Click on RECIPIENT ACCOUNT on the EPPIC™ menu. Example of the EPPIC™
menu.

Tk

EPRPIC

User Info

Marmme: eppicl

Lagin:

03/20/2003 12:31:13
Act:

03 20/2003 12:37:152

Recipient Account

" Account Setup

" Account Maintenance
Financial Accounting
Reconciliation
Voucher Management
UlFtser Management
Retailer Management

Password Change

[ Liog

Log out:
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STEP ACTION

2 Click on ACCOUNT MAINTENANCE on the EPPIC™ menu drop down box.

3 The Recipient Search screen will appear.

4 On the Recipient Search screen, use the SELECT SEARCH METHOD by
clicking the bullet next to the item you want to search for: LAST AND FIRST
NAME, SSN, PAN, Or CASE NUMBER.

PAN is the 19-digit number on the front of the lowa EBT card. Each lowa
EBT card has its own unique PAN.

CASE NUMBER is the ABC Food Assistance case number. The entire case
number must be entered.

5 Enter information in the boxes that appear according to the search
method chosen. If you are searching by name and the spelling of the
name is uncertain, you can enter the first letter or part of the last name
in the LAST box. You can enter part of a last name and part of a first
name.

Click on the sSeaRcH button.
6 The Recipient Search Results screen will appear.
TihA ;I
Epp| C; Recipient Search Results
Recipient Search Results
Ej;‘?: SRR Recipients Found
04/14/2003 07:21:15 Type Name SSMN Address
Act, PRIMARY ZACH, ADAM 000000000 1303 E. WA LMUT DES MOINES 1,
DY AENS BFTHEE PRIM&RY ZACH, EVE M111199 100 MAIN DES MOINES 14
EEm
Reports
L L
7 Click on the cases button next to the correct cardholder.
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STEP ACTION
8 The Recipient Case Management screen will appear.

ThA
E |:J|D| [ : Recipient Case Management
Recipient Info Pri mary Cases
ADAM Issue Avail Avail
S Case Nbr |Program Status Date Date Balance | |
Male 2123456759 |FOOD STAMP CPEN 0452452003 D4I15.l'2003| F100.00 $1DD.DD| CLOSE | DETAILS |
01/01/1950
000000000
1305 E. WALNLT Total Balance
DES MOIMES Food Stamp Balance $100.00
1A 50319 Food Stamp Available $100.00
Recipients
Recipient Account Type MName PAN Mbr Access [ [
_ C
Financial Accounting PRIMARY IACH, ADAM E274550103000097301 |FOOD STAMP DETAIL | ARD

Reconciliation

Add New Case
Voucher Management
Ul User Management

Retailer Management
RECIPIENT] TRANSACTION
Password Change

Recipient has opened cases for all available programs.

1|

ol
»

Click the DETAILS button in the RECIPIENTS section of the Recipient Case
Management screen.
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STEP ACTION
10 The Recipient Information Management screen will appear.
; EPPIC Case Worker: Recipient Information - Microsoft Internet Explorer
| Eile Edit View Favorites Tools Help | Links >
E |D|:J| C:N Recipient Information Management —
Recipient Information
ADAM
;’:T: First JaDam MI |
01/01/1950
000000000 Last JzacH Suffix |
1305 E. WALMUT a t‘p"S T
P uite
?:igqaci;NES hddress2) 1308 E. veaLhuT
Street
Address I
{Address1)
|
State BT azir [fss
Gender & male © Fernale Phone  [5152510000
DOB Ia.-" Eﬁlﬁ {Manth/Date/vear) SSN IM
Language IENGLISH ] :';‘;fji:' INOSPECIALNEEDS |
[ L'J-.ﬂ e Address 1 must not be empily and must not exceed 380 characters. b
(Reser ] ~|
4| | B
|@ Dane l_l_ﬁ Internet
11 Modify the applicable data fields on the Recipient Information
Management screen. Click the sAVE button.
12 A message will appear: “Proceed with update of Recipient?” Click oK to
complete the update.
Microsoft Internet Explorer E
@ Froceed with update of Recipient?
Cancel |
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Viewing Account Transaction History

EPPIC™ users can view all activities that occurred on an EBT account. The
transaction history is a complete history of the account, including all transactions
of all cards on the account. Each transaction record includes the PAN of the lowa
EBT card that was used to make the transaction.

You can access the transaction history by searching for:

Any cardholder’s name that is on the account,
Any cardholder’s social security number,

A specific PAN, or

The ABC case number.

* & o o

Transactions are listed in date and time in order from the newest to the oldest.
The history starts with current real-time transactions and continues back in time
to the setup of the account. Some of the transactions displayed on the transaction
history are:

¢ Balance inquiries.
¢ PIN changes.

¢ Purchases, including where and when a purchase occurred, the amount of the
purchase and which card was used to make the purchase. Click on the
hyperlink in the DATE column next to the transaction to view:

e Where the purchase occurred,
e Whether it was a card swipe, manual entry, or manual voucher, and
e Other details of the purchase.
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STEP ACTION
1 Click on RECIPIENT ACCOUNT on the EPPIC™ menu. Example of EPPIC™

menu:

T

EPPIC

User Info

Marme: eppicl

Logim:

03/20/2003 12:31:13
Atk

03/ 20/2003 12137152

Recipient Account

" Account Setup

" Account Maintenance
Financial Accounting
Reconciliation
VMoucher Management
UM User Management
Retailer Management

Password Change

[ Log ot

2 Click on ACCOUNT MAINTENANCE on the EPPIC™ menu.

3 The Recipient Search screen will appear.

4 On the Recipient Search screen, use the SELECT SEARCH METHOD by
clicking the bullet next to the item you want to search for: LAST AND FIRST
NAME, SSN, PAN, Or CASE NUMBER.

PAN is the 19-digit number on the front of the lowa EBT card. Each lowa
EBT card has its own unique PAN.

CASE NUMBER is the ABC Food Assistance case number. You must enter
the entire case number.

5 Enter information in the boxes that appear according to the search

method chosen.

If you are searching by name and the spelling of the name is uncertain,
you can enter the first letter or part of the last name in the LAST box.
You can also enter part of a last and first name.

Click on the sSearRcH button.
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6 The Recipient Search Results screen will appear.

EPPIC” Recipient Search Results -

Recipient Search Results

Ej;‘?: SPErEL Recipients Found

04/14/2003 07:21:15 Type MName SSN Address

At PRIMARY ZACH, ADAM 000000000 1305 E.WisLkUT DES MOMES 18 (SIS

047142003 07:47:53 =
PRIMARY Z&CH, EVE 111111111 100 MAIN DES MOINES 18 (Sl

Recipient Account
SEARCH

Financial Accaunting

Reconciliation

Voucher Management

UIT User Management

7 Click on the cases button next to the correct cardholder.

8 The Recipient Case Management screen will appear.

T ;I

E |:J|D | [ : Recipient Case Management
Recipientinfo Primary Cases
ADAM Issue Avail Avail
- Case Nbr Program Status Date Date Balance Bal |
Male A1234567809 FOOD STAMP QPEM 042472003 |04 52003 | 100000 §1 DD.DD| CLOSE DETAILS
01/01/1950
000000000
1205 £ WALNLT Total Balance
DES MOINES Food Stamp Balance $100.00
Ia 50313 Food Stamp Available $100.00
Recipients
Recipient Account Type Name PAN Nbr Access [
Financial Accounting PRIMARY IACH, ADAM 62745501 03000097301 |FOOD STAMP DETAILS CARD

Reconciliation
Reports Add New Case
Voucher Management

Recipient has opened cases for all available programs.

UIT User Management
Retailer Management

RECIPIENT] CASES TRANSACTION

Password Change

Llog out
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STEP

ACTION

9

Click on the TRANSACTION button at the bottom of the screen. The
Recipient Transaction History search screen will appear.

. "

.

ThA

EPPIC

ADAM
ZACH PAMN:
Male
0140141550
000000000
1305 E. WALNUT
DES MOINES

1A 50319

Recipient Transaction History

Recipient Transaction History

IAII Cards hd l OR

IAII Transaction Types ;I

CASE #: | Al Cases Ed|

FNS Numher:l

IAII Reszponse Types ;I

 Start: Ia.-"'l"_zl.-"’lE IE: IE: IE o Lastl vlHrs © Today

T

End: EHE;W IE: IE: IE
[ SearcH |

o Lastl ‘lDays

Recipient Account

Financial Accounting

Reconciliation
Voucher Management [RECIPIENT] CASES |

caseS [ carDs I TRANSACTION
UIT User Management
Retailer Management

Pacsivord CHange

10

The Recipient Transaction History search screen is a powerful tool
that provides multiple search options.

A simple way to search for recent activity is to click the LAST bullet and
select the 7 DAYsS option in the drop down box. You can search for a
specific period of time using the START TO END field.

11

Enter the period of time you wish to search in the applicable fields. Click
on the SEARCH button.

The Recipient Transaction History screen will appear with the
transactions that meet the search criteria. A maximum of 100
transactions may be displayed. You may need to narrow your search to
shorter periods of time.

To keep your search results, you can use Ctrl+C to copy the history and
then paste it into a Word document.
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Use Ctrl+P or the PRINT button that appears on the screen to print the
history.
Voucher Management BFcFCipienT TRANSACTION
UIT User Management
Retailer Management Transaction History
Password Change Case
Date Type Response Program i PAN Amount
[ :
?:"E?%gm ESS(E)HSATSTEMP Approved/Success |FOOD STAMP |F111000001 G2743501 03000247906 -F10.54
gg?g?gm ;g.?L?RiTAMP Approved/Success |FOOD STAMP |F111000001 G2743501 03000257004 F20.00
23?52319 ESS(E)HSATSAEMP Approved/Success |FOOD STAMP |F111000001 G2743501 03000247906 -F10.00
gg"g?%gm ESSEHSATS'?EMP Insutficient Funds  |FOOD STAMP |F111000001 G2743501 03000247906 -F500.00
040252019 peELER
0:07:35 AUTHORIZATION | ApprovediSuccess FOOD STAMP | F1110000017 B2745501 03000247306 -fz20.00
- AFFR
RAAMUAL
?g"g;zg“ g ;ETLLI%FI‘\IER Approved!Success | FOOD STAMP|F111000001 F10.00
SETTLEMEMT
0401 £2015 MEUEER
17:58:31 RETURM AUTH Approved/Success |FOOD STAMP |F111000001 G2743501 03000247906 F10.00
T APPROWAL
10;'2;%101 g ESS(E)HSATSAEMP ApprovediSuccess FOOD STAMP|F111000001 B2745501 03000247906 -§100.00
10?312%? 8 :ﬂ?ﬁoﬁ?ﬁ;ﬁ;ﬁ ApprovediSuccess FOOD STAMP|F111000001 B2745501 03000247906 F150.00
10?312%? 8 :ﬂ?ﬁoﬁ?ﬁ;ﬁ;ﬁ ApprovediSuccess FOOD STAMP | F111000001 B2745501 03000247906 F1350.00
10?312%21 8 :ﬂ?ﬁoh;?;;:b: ApprovediZuccess FOOD STAMP | F1110000017 B2745501 03000247306 F130.00
105'?22218 :%?33;?;;:'6: Approved/Success |FOOD STAMP |F111000001 G2743501 03000247906 F150.00
10?3102218 gggONDARY Approved/Success |FOOD STAMP |F111000001 62743501 03000257004 F0.00
10?310221 5 ;iT_DPiTNATUS T |&pprovediSuccess G2743501 03000257004 F0.00
12 To view details of any specific transaction, click on the date and time of
the transaction in the left column to display the Transaction Detail
screen.

lowa Department of Human Services Employees’ Manual
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