WIC Clinic Search
Training Manual

Canen Infants & Children




Table of Contents

WIC Clinic Search Overview.............cccocvevvinnnnn, 1-2
AppPlLication TIPS....ov e, 3-4
UserLevels.......coooiiiii e, 5-8
HOW O LOgIN....cco oo, 9-10
Main MEeNU.... ..ot e, 11-15
Referral ListReport..........co oo 16-17
How to Set User Levels................oooiiin 18-19
How to Add an Employee...........c.ccooiiiiiiini i, 20
How to Editan Employee..............cooiiiiiiiini, 21
How to Inactivate an Employee...................oc. .l 22
How to Delete an Employee.............cooooiiiiiiil, 23
Employee RoleS.......cco oo 24-27
How to Edit Agency Information........................... 28
Howto Adda CliniC............coiiiiiiiiii i, 29-30
Howto EditaClinic.............cooiiiiiii e, 31-32
How to Inactivate a CliniC...............coiiiini e, 33
USEr MEIrICS. ....ee it e e e e e e, 34
CliniCHIStOrY ... e, 35
How to Search fora WIC Clinic........................ 36-39

QUESTIONS?. ..o 40



‘ WIC Clinic Search Overview

* The Clinic Search application will replace the WIC contact
database that has been maintained manually by the Nu-
trition and Community Services Support Specialist.

*The WIC contact database generates the WIC Local Agen-
cies Referral List report that had been sent out monthly.

*Each Agency will be responsible for updating the Referral
List.

* Updates to clinics and agencies will result in up-to-date
information which is immediately accessible to the
public.

*The data maintained in the new WIC Clinic Search web
application is the information the public will receive
when they perform a WIC clinic search at
WWW.azWic.gov.




| Clinic Search Overview (cont.)

With the new WIC clinic search application...

*Each Agency administrator is responsible for maintaining the:
* Agency’s information
*Clinics” information
* All new and existing employee information
*Job roles for the agency
*Job roles for each clinic

* The agency admin is responsible for designating access lev-
els for other users within the agency to access the applica-
tion.




WIC Clinic Search Application Tips

® Grey box is read only

® Red indicates an error

® Can use back button with this application

® When entering dates enter in mm/dd/yyyy format

® Application will timeout after 20 minutes of no activity

® Agency and clinic information is viewable by the public
at www.azwic.gov

® The warehouse will pull data from the clinic search

application to send material ordered from the
warehouse




WIC Clinic Search Application Tips (Cont.)

1. To update any field, the user must check the box to the left

of the field
2. Current information is highlighted to the right

* These two functions are consistent through out the entire
application

Edit Agency in the WIC Search Application

1 O 2

\ﬂ Agency

MName Mariposa Community Health Center

= D# .
Physical Address
[ Street Street Only 1852 M. Mastick Way test
Suite 123
C”b—':SeIect ¥/ Yuma

Zip| |v| 85366




User Levels

There are three levels for users:

* Administrator - manage user levels, assign employee to
agency/clinic roles, view user activity, edit agency and
clinic information, add clinics, & view reports

* User - edit clinic information and view reports

e Default - no access until user level is selected




‘ Administrator Level

Administrators have access to the following information:
1. Agency and Clinic information
2. Individual Employee information
3. Agency and Clinic roles
4. Set user level access
5. View Referral List reports. (main tab)

Arizona WIC Clinic Search - Admin  Logout

.y A : 1 S
I'ulaln Set User User /Emplnyee\ Employee VEdit Add Edit \nactivate | Clinic
\Level / Metrics \Infu /\Enlas A Agency | Clinic Clinic | Alinic History
— N 7/
Admln Menu Main == S oo _ =" o
- Contact Server Admin
Welcome: TEST USER Last Login: 8/31/2009 1:49:23 PM

Total Map Views for Agency Clinics: 13




User Level

User level has access to...

1. Update the Phone Number and Hours of Operation of a Clinic
2. View Referral List PDF

3. View All Clinic PDF

4. View Clinic Information Report

Arizona WIC Clinic Search Manager

Main Menu

Welcome Back -apptest2 | Last Login: 9/2/2009 2:47-06 PM
User Main Menu - Please select from the options available

Mq_ Update the Phone Mumber.Hours of Cperation of a CIinin:J1

Cwic F view Referral List PDF 12
[ —_ e =
m---ﬁlew All Clinic PDF |

Mﬂ I Agency | Clinic List with contact inﬂ:lrmatil:il4

Logout
@2009 Arizona Department of Health Services. All rights reserved.




| Default Level

* Default users have no access to the web application.
They will receive the message below if they try to login.

Arizona WIC Clinic Search Manager

wic

Women Infants & Children

We're Sorry an Error occured when trying to process your request.

It is possible that your request failed due to:

The system could not find the page you requested, please try again.

The system lost the connection between the time of your request, please try again.

The system is very busy at this time, please try again at later time.

Your request was not within acceptable application limits, close your internet browser and open your browser to retry your request.




How to login

* New users will need to request a CITRIX account by contact-
ing CMA at: 1-888-432-9225; after account is set up email
user name and employee name to Tanja James at:
tanja.james@azdhs.gov

* Users login to the WIC Clinic Search with their Citrix logins
at https:/ /appl.azbnp.gov/clinicsearch/admin/
login.aspx

*If you have forgotten your password contact WIC IT at
WicIT@azdhs.gov.

* Please encourage Users to contact the local Agency
Admin before contacting ADHS staff .




How to Login (cont.)

Before logging into the clinic search, all users
must agree with the statement below.

Arizona WIC Clinic Search Manager

Cawic

Women Infants & Children

WIC Home
You are abouf fo access a system within the Anzona Department of Health Senvices [ADHS) computer nefwortc. Use of
his System constitutes the users consent to permitt ADHS monitoring of the users activities. Evidence of unauthonzed

activities obfained durnng

momitonng can and will be used by ADHS for cnminal prosecution as permitted by law.

’ | Agree ] ’ | Disagree

Login with your Citrix username and password.

Log In to WIC Clinic Seach

User Name: |

Password:

10



Main Menu

When administrators login to the application, the are taken to the
Main Menu.

Arizona WIC Clinic Search - Admin  Logout

( Main | Set User User Employee | Employee | Edit Add Edit Inactivate | Clinic

Level Metrics | Info Roles Agency | Clinic Clinic | Clinic History
Admin Menu - Main Contact Server Admin
Welcome: TEST USER Last Login: 8/28/2009 12:54:55 PM
Total Map Views for Agency Clinics: 7
Update History Metrics

[CLINICID [CLINICNAME [ACTION |USERUPDATED [DATEUF! [ip_address [userName [LoginTimestap
8/28/200 | |159.36181 |apptest  |8/28/2009 1:51:13 PM
105432 | [489.36.1.81 |apptest  [8/28/2009 12:54:55 PM
1 Nogales WIC |UPDATED |apptest Sooeari= [169.36.1.81 [apptest [8/28/2009 10:17-18 AM
159.36.1.81 |apptest  |8/28/2009 10-06:07 AM

1 Mogales WIC |UPDATED |apptest

Amado Food 9/28/20C
40 Bank UPDATED |apptest 105206 | [159.36.43.49 |apptest  [8/28/2009 9:18:36 AM
~ |159.36.43.49 |apptest  |8/28/2009 8:57:21 AM
- Amado Food |10 e [aotest B28/20( | app |
Bank 10.51.1[@ 1159.36.134 79 [apptest  |8/27/2009 12:28:34 PM
I [. P A | I I P P P
€] 1 ] 2]
Reports 8 Quick links
W \mapviews |clinic_name
eferral Lis
|3 |Amad|:| Food Bank
2 Mogales WIC
@ Amado Food Bank 28720 5. MNogales Highway Click Here For Details Phone: 520-287-4994
(=23 MCHC 1852 M. Mastick Way Click Here For Details Phone: 520-375-6006
(i< MNogales WIC 1520 M. Hohokam Drive Click Here For Details Phone: 520-249-
freps 2456X123
(i< FPatagonia WIC Family Health Center, 101 Taylor Lane Click Here For Details Phone: 520-287-4994

11



Main Menu (cont.)

From the Main Menu, Administrators see:
1. Last Login — Last date and time user logged in.
2. Total Map Views for Agency Clinics —number of times
public and WIC staff have viewed a clinic map.
3. Update History —shows the user who last updated a
clinic with date and time.
4. Metrics —shows who is logging into the application.

Arizona WIC Clinic Search - Admin  Logout

#I'u'lain SetUser | User Employee | Employee | Edit Add Edit Inactivate | Clinic
Level Metrics | Info Roles Agency @ Clinic Clinic | Clinic History

Admin Menu - Main Contact Server Admin

Welcome: TEST USER 1r|_ast Login: 8/268/2009 12:54:55 PM I

[CLINICID [CLINICNAME [ACTION [USERUPDATED [DATEUFY) [ip_address |userName [LoginTimestap
| Nogales WIC |UPDATED |apptest ?E]zgfgc 115936181 |apptest  [3/28/2009 1:51-13 PM
2974 | [159.36.1.81  |apptest  B/28/2009 12:54:55 PN
i Nogales WIC UPDATED apptest 3‘[’]22*;2[1’5 (15936181 |apptest |8/28/2009 10-17-18 AM
— 159.36.1.81 test  |8/28/2009 10:06:07 AM
m Amado Food UPDATED |apotest 8/28/20C | |appEE | o
Bank PP 1050-0¢ I [159.36.4349 |apptest  |B/28/2009 9:18:36 AM
Amado Food a28/200 | 1159364349 apptest  8/28/2009 &:57-21 AM
40 UPDATED apptest
Bank R 1051616, [159.36.134 75 [apptest (612772009 12:28:34 PW
[ [ [ [ . [ [
"r{-| i | Y

12



Main Menu (Cont.)

From the Main Menu, Administrators see:

1. Reports & Quick Links
2. Clinic Statistics
3. List of all clinics

1 2

Reports & Quick links |
view Al Clinics |' Imapviews clinic_name
Referral List I = I
I 3 Amado Food Bank
|| 2 Nogales WIC |
: ]
L}) Amado Food Bank 28720 S. Nogales Highway Click Here For Details Phone: 520-267-4994
C;) MCHC 1852 N. Mastick Way Click Here Far Details Phone: 520-375-6006
':;#) Mogales WIC 1520 N. Hohokam Drive Click Here For Details Phone: 520-249-
rees 24565123
(3 Patagonia WIC Family Health Center, 101 Taylor Lane  Click Here For Details Phone: 520-257-4994

13



Main Menu (Cont.)

The bottom of the main tab has the list of clinics within the
agency.

*To view details for the clinic, select Click Here For Details

OR
*Click the Map icon
ﬂ; Amado Food Bank 28720 S. Nogales Highway Click Here Far Details Phone: 520-257-4934
i J MCHC 1852 N. Mastick Way Click Here Far Details Phone: 520-375-6006
rﬂ.’"!- —— e E—— — 1
ﬂ; Irlngales WIC 1520 M. Hohokam Drive L Click Here Far Details l Phone: 520-257-4994
H.l'_li- J

14



Main Menu (Cont.)

When you click for details, a window will open and display:
1. WIC Clinic Name

2. Street Address

3. Days and Hours

4. Phone and Fax Number
5. Special Service Message
6. Map view

Arizona WIC Clinic Search Manager

WIC Clinic Mame Mogales WIC I1

L Agency: Mariposa CHC J
[ Streetmress 1520 M Hohokam Drive - 1
County: 6648 I
City: 49671
Zip Code: 35621 I
L —
Days-Hours I
Mon-Thu: 3:004M-12:00FM
h — — —
FPhaone 520-287-4994 1
LFax h20-287-5792 I

I “* Closed Wednesday September 9 for training. ] 5

[ Map wsiellite | Hybrid |

6

N Smokey Ln

any pUBIS) N

KBRS, HIUSEIN N

€l

FOYWERED EY

Google

2 Uap'data ©2008 el Ma= INEGI- Terms of Use

15



Referral List Report

*The Referral List report will prompt you to save the
document to your computer
*Once saved you can:
1. Print the report
2. Zoom In/Out
3. Use the Find (search) function

1 2 3 4

Al s ermleem g G

A2 Arizana WIC Clinic Search | |

4

Arizona WIC Clinic Search - Admin Logout

( Main | Set User User Employee | Employee | Edit Add Edit Inactivate | Clinic
Level Metrics | Info Roles Agency | Clinic Clinic | Clinic History
Admin Menu - Main Contact Server Admin
Welcome: Tanja James Last Login: 6/17/2011 1:47-30 PM
Total Map Views for Agency Clinics: 15
Update History Metrics ____________________________
|CLINICID |CLINICNAME |ACTION |USERUPDATED |DATEUPDATEL® |ip_address |userName LoginTimestap -
193 Sample Clinic |UPDATED |tjames g._a;g;éggm [169.36.43.94 [tjames  [6/117/2011 1:4730 PM | —
e 169.36.43.94 tjames  6/17/2011 1:45:05 PM
’ ?ample Clinic | ) ppATED tames g{’;g{’%gum (159.36.134 44 [tiames  |6/16/2011 9:10:09 AM
— o [169.36.43.94 \apptest  6/16/2011 7-29:55 AM
Sample Clinic . 6/15/2011
1 ] ¥ UPDATED |tjames 83440 AM  — 159364394 |tjames  |6/16/2011 7:29:22 AM
Sample Clinic 5172011 1693643 94 tjames  6/15/2011 12:40-34 PM
1 UPDATED rchoudh
1 NN 21488PM o [159.3643.94 [lames  [6/15/2011 12.38.02 PM
< — : TTTT s [159.36.43.94 tjames  6/15/20111231:26PM | o
Reports & Quick Links
View All Clinics Imapviews clinic_name
Local Agency Report PDF |15 |S o Cliric 1
_I ample mnic

16



Agency 01 Apache County Public Health Services District
Street Address 323 5. Mountain Avenue , Springerville, A7 85938
Phome 928-333-2415 Fax 928-333-5876
Health Director Phone Email
WIC Supervisor Director Phone Email
WIC Director Robin Aguero Phone 0733332415246 Email rguerngco apache arus
Registerad Dietitian Erin Howard Phone 928-333-2415% Email ehowardscoapacheazus
Breastfeeding Lead Le= Castilln Phone 923-333-2415 Email Icastilodcn.apache azus
Aim Lead Phone Email
Financial Lead Robin Agusmo Phone o28-333-2415x 246 Email raquerngco apachearus
Training Lead ErinHoward Phone 928333-2415% Email ehowardécoapacheazus
LMS Lead Phone Email
IT Director Phone Email
IT Support Lead Phone Email
Building Coordinator Fobin Aguero Phone 923-333-2415x 245 Email rsgueroscoapachearus
FMNP Coordinator Phone Email
CSFP Coordinator Phone Email
Supply Coordinator Les Castillo Phone 928-333-2415 Email icastillo@co apacha azus
01 Clinic 01 StJohns WIC
Street Address 1200 W. Cleveland Ste 9, 5t Johns, AZ 85936
Phone 928-337-1B56 Fax 928-333-31876

Days/Hours

Regional Supervisor
Site Supervisor

High Risk Dietitian
CNW Lead

01 Clinic
Street Address

Phone

Days/Hours

Regional Supervisor
Site Supervisor
High Risk Dietitian
CNW Lead

Maon: 730AM-4:30PMTue: 6:30AM-5:30PMWed: 730AM-430PMThu: 6:30ANM-5:300M

Robin Aguero Phone o28-333-2415x246
Robin Ageero Phone 928-333-2415x245
Erin Howard Phone 928-333-2415X
Les Castillo Phone 928-333-2415

02 Springerville WIC
323 5 Mountain Avenue, Springerville, AZ 85938

928-333-2415X 226
Mon-Thie &:304M-5:30PM

Robin Aguero Phone 928-333-2415x246
Robin Aguen Phone ©o28-333-2415x246
Erin Howard Phone 928-333-2915%
Lea Castillo Phone 928-333-2415

Report Generated:  &/17/2011

Email ragueroscoapachearus

Email mguerogcoapachearus
Email ehowardicoapacheazus

Email lcastillogco apache.azus

Fax 928-333-5876

Email
Email

raguarn@oo.apache.arus
raguerogco.apache.arus
ehowardgoo apache.az.us

Email Icastillodcoapache.azus

17



How to Set User Levels

Administrators can change user levels by selecting all users at a
certain level or by selecting a specific individual.

1. Select the user level from the drop down list
2. Click “Get all Users at this level”

3. Click “Edit”

4. Select a new level

Arizona WIC Clinic Search - Admin  Logout

Main | Set User User Employee | Employee | Edit Add Edit Inactivate | Clinic
Level Metrics | Info Roles Agency | Clinic Clinic | Clinic History
Set User Level
1 O Select User to changer@' Get all users for a certain IeueIJ
|Adrnin v|F Get all Users at this level J <« |
apptest TEST USER admin Mariposa

(O Select User to change () Get all users for a certain level

| Admin v||___ Get all Users at this level |

18



How to Set User Levels (cont.)

1. Select user from drop down list - ——
9 Clle “Get User Level,, Arizona WIC Clinic Search - Admin  Logout

Employee
Roles

Employee
Info

3. Click “Edit” ‘Mi‘ Set User ] User

Level Metrics
4. Select new user level
5. Click “Update”

Set User Level

(®) Select User to change O Get all users for a certain level

1 User List | Select User v L Get User Level
Anna Miranda

92009 ArizqBadria Bedri Services. All rlg 5 res .
Erlinda Esparza
Karla Alcantar

Maritza Garcia
Olwvia Torres

Ruth Mendoza
Soledad Rosas

Swilma Camins

WVeronica Yocupicio
Zulema Valencia
Select User

apptest TEST USER admin Mariposa

t

(® Select User to change (O Get all users for a certain level

|F"~dmin vl L Get all Users at this level J

admin

default
‘user

19



How to Add an Employee

4

To add an employee, fill in each field and click “ADD Employee’

Arizona WIC Clinic Search - Admin  Logout

Main | SetUser | User Empluyeel. Employee | Edit Add Edit Inactivate | Clinic
Level Metrics\| Info Roles Agency | Clinic Clinic | Clinic History

Edit Employee in the WIC Contact List

® Add Emplayee O Edit Employee

Full Mame Credentials
Phone # EXT 1. | Empty M
X' is already added to Extension 2 |Empt\; M
Call & ExT 3 |EI'|1|:]’[‘_-,-’ M
"K' is already added to Extension 4 |Empt'_.,f M
1Mo Phone available b |Empt‘3’ M

Email
ClMe Email available

’ ADD Employee ” Cancel ]

20



How to Edit an Employee

1. Select an Employee to edit
2. Click “Yes This User”

3. Check the box next to each field to update
4. Click “Update Employee” when finished updating

C Add Emplﬁw&@ Edit Employee /

Select employee to Edit: |[Employee S Mame |»| | Yes This User ] Current It].fomlatlon
L (] Active Active / 1S highlighted
Full Mame |Angelita Lopez Employee S. Mame
[ ] Phone # EXT X' is already
added
(1Mo Phone available 602-542-1104
L] Cell# EXT X' is already
added
[ Na Phaone available MONE
[] Email
[ ro Email available
lopezag@azdhs. gov
[] Credentials 4 Empty ~| Empty
2. | Empty |~| Empty
3| Empty |¥| Empty
4. | Empty ¥| Empty
o | Empty ¥ | Empty
[ Update Employee H Cancel ] InactivateThis Employee.

21



How to Inactivate an Employee

1. Select an Employee from the drop down
2. Click “Yes This User”

3. Click “Inactivate this Employee”

4. Select “OK” on the pop up box

7~ N\
Main | Set User User ‘ Empl{:yee Employee | Edit Add Edit Inactivate | Clinic
Level Metrics \ Info Roles Agency | Clinic Clinic | Clinic History

Edit Employee in the WIC Contact List

?

O Add Employee\@® Edit Employee

Select employee to Edit: | S0 and so V es This User

[] Active InActive

Full Name |So-so| so and so

L ]| EXT X' is already

added
(1Mo Phone available 789-789-8977

| B EXT X' is already

added
[ Mo Phone available NONE
[] Email

LMo Email available
EMPTY

(] Credentials Empty v Empty
2| Empty V BS
3. | Empty V Empty
4. | Empty V Empty
5| Empty V Empty
Update Employee ] ’ Cancel ] InactivateThis Employee. |
Windows Internet Explorer ﬁ

i

—

4 ‘{/ Are you sure you wank o INSCTIVATE this Emploves

2K ] [ Zancel

22



How to Delete an Employee

1. Select an employee to edit
2. Click “Yes This User”

3. Click “Delete Employee”
4.Click “Ok”

2

O Add Emplaye Edit Employee /
Select employee to Edit: |F‘mge|ita Lopez V| [ Yes This User

[] Active Active

(] Full Name | | Angelita Lopez
L] Phones# = 1 1| gxy] | X' is already
added
[ 1Mo Phane available 602-542-1104
ClCelts 1 ][ | ext| | "X is already
added

Mo Phone available NONE

[] Email | |
(1Mo Email available
EMPTY
[] Credentials 1_|Assuciates Degree V| A4
2. | Empty V| Empty
3. | Empty V| Empty 3
4. | Empty V| Empty
5. | Empty V| Empty

[ Update Employee ” Cancel ] InactivateThis Employee. | DELETE EMPLOYEE

Ed

Windows Internet Explorer

\__?’) Are wol sUre yoll want to DELETE this Employee! This can NOT be reversed

4 ( Ok ) ‘ Cancel ‘

N—

23



Employee Roles

To change the positions for the employee roles is easy with
the new WIC Clinic Search Admin system
* Select Agency or Clinic

Arizona WIC Clinic Search - Admin  Logout

Edit Add Edit Inactivate | Clinic
Agency @ Clinic Clinic | Clinic History

Emplu]ree.
Roles

Main | SetUser | User Employee
Level Metrics | Info

Change Positions per Agency or Clinic

2

O Agency O Clinic

24



‘ How to Edit Agency Employee Roles

1. Check the box to update an agency position
2. For each position, select an employee from the drop down menu
3. When complete, click “Update Agency Positions”

1

Select
® Agency O Clinic

Agency Positions

/I\D

Health Directar Select Employee Jim Welden

] WIC Director Supervisor Elaclri_a Bedri Ed Sicurello
Ed Sicurello

] WIC Director Jim Welden Badria Bedri
Maritza Garci

[0  Registered Digtitian Glsigilaz_la_nt;grama Swilma Campos

[l Breastfeeding Lead Susan Kunz Olivia Torres
Swilma Campos

[1 AIM Lead ‘Select Employee : Ed Sicurello

: : EMPTY

|:| Financial Lead TETELT CITPTOyEE [

] Training Lead Select Employee |v

0 LMS Lead Select Employee |

] IT Director Select Employee |

] IT Support Lead Select Employee | Badria Bedri

[0 Building Coordinator Select Employee | Swilma Campos

0 FMMNP Coordinator Select Employee |

oordinator elect Employee .
[] CSFF Coordi Select Empl hd

Supply Coordinator

Select Employee |

[ Update Agency Fositions

] [ Cancel ]

| Badria Bedri




How to Edit Clinic Employee Roles

1. Select Clinic

2. From the drop down box select a clinic within the agency
3. Click “Get Information”

Arizona WIC Clinic Search - Admin  Logout

Empln}ree.
Roles

Main | Set User User Employee
Level Metrics | Info

Edit Add Edit Inactivate | Clinic
Agency | Clinic Clinic | Clinic History

Change Positions per Agency or Clinic

P
-] )

O Agency @ Clinic
Clinic Positions

Clinics in Agency- | Select Clinic e [ Get Information ]|3

Flowing Wells WIC & Food Plus
Centro Del sur WIC & Food Plus
East WIC & Food Flus
TUSD Teen Parenting Program
Site Su|Continental WIC & Food Plus test

. |Abrams Center WIC & Food Plus test
High Rit\westside WIC & Food Plus
oy LeArvaca WIC & Food Plus test
kino Teen Center
Update Clinic Select Clinic I

Region:

T [ R M R

26



How to Edit Clinic Employee Roles

1. Check the box to update an employee role
2. Select an employee
3. Click “Update Clinic Position”

Arizona WIC Clinic Search - Admin  Logout

Main | Set User User Employee ( Empluyee.. Edit Add Edit Inactivate | Clinic
Level Metrics | Info Roles Agency | Clinic Clinic | Clinic History
Change Positions per Agency or Clinic
Select
O Agency @ Clinic
Clinic Positions
\ Clinics in Agency | Flowing Wells WIC & Food Plus || [ Get Information Current employee in
\h Clinic positions
Fegional Supenvisor |EEMPT¥- meh'.enm
[0  Site Supenisor |Se|ect
[1  High Risk Dietitian | Select v]
[] CNW Lead | Select
[ Update Clinic Fositions ] [ Cancel l

A

27



How to Edit Agency Information

Agency administrators have the ability to change:
1. The agency name

2. Physical address

3. Mailing address

4. Phone and fax number

5. Add notes

lMain | Set User User Employee | Employee
Level Metrics | Info Roles

| Add Edit | Inactivate
Clinic Clinic | Clinic

Edit
Agency

Clinic
History

Edit Agency in the WIC Search Application

Agency
H 1 Hamé Mariposa Community Health Center

D% 30

Physical Address
O Street Street Only 1852 N. Mastick Way
Suite
City | Select V Mogales
Zip | |w| 85621
Mailing Address secti{m. .
[ 3 Street Street Only 1852 N. Mastick Way
Suite
City | Select V Mogales
Zip| |w| 85621

O Phane EXT 'X' is already added

520-261-1550
] Fax [JMNo FAX available

F] 5 Motes

[ Update This Agency ] [ Cancel ]

520-281-1112

28



How to Add a Clinic

1. Enter the Clinic ID-this could be the AIM ID or can create a
unique ID.

2. Clinic Name

3. Physical Address

Main | Set User User Employee | Employee | Edit .,ﬂ.dd | Edit Inactivate | Clinic
Level Metrics | Info Roles Agency | Clinic Clinic | Clinic History

Add a Clinic to the WIC Search Application

?

Agency Name Mariposa Community Health Center Agency 1D |10
Clinic 10 11111

Clinic Mame |Enter Clinic Mame Here

Physical Address

Street | 1234 M. Mutrition Ave EL I o SRR SRR
Suite
County ;"f'ufiaf-i.cl:l_pﬂ Iv[
Ciy|Phoenix _[v]
Eipm. v,‘ Lattitude and longitude will be generated after county, city and zip entry
L attitude|33. 3718565 Longitude |-112.0595603

29



How to Add a Clinic (cont.)

Enter the Mailing Address
Check the box if it’s the same as the physical address

Enter Phone and Fax numbers

Select the Days and Hours of Operation.

Click Preview
Click Add this Clinic

Mailing Address Same as Street
Address 1234 N Nutrition Ave

Street Only

.
I
I
I
I

[*] Mo FAX available
Fax

Suite
City |
] Zip | 85042 |
Phone |602 555 1234 | EXT

— — —

‘X' is already added I

of
Operation

[] Saturday Hours

Time Open Saturday
[ Sunday Hours
SUNDAY Time Open

Special Motes

I \ Preview

s S S EEE—— S EEESS S E—

Day Start Maon V
Time Open 8:00 [v||AM v

SEE LTI ® M-F-S Hours (O Special Daily Hours O Call Clinic For Hours

Day End Fri [

Time Close  |5:00 |s||PM [v|
Time Close

Time Close

Preview Hours

[ Add This Clinic ][ View All Clinics

H Cancel ]

30




How to Edit a Clinic

1. Click the “Edit Clinic” tab
2. Browse for the clinic
3. Click “Edit” to the right of the clinic

Arizona WIC Clinic Search - Admin  Logout

Main | SetUser | User Employee | Employee | Edit Add FEdit Inactivate | Clinic
Level Metrics | Info Roles Agency | Clini Clinic J Clinic History

Edit Clinic Already in the WIC Search Database

2

Qé) Amado Food Bank 28720 5. Mogales Highway Phone: 520-267-4994 [m
e - VN
|\§? MCHC 1852 N. Mastick Way Phone: EED-HTE-EUUE\)3—‘

31



How to Edit a Clinic (cont.)

* Check the box next to the field needing an update
* Click “Update This Clinic”

City | Select City ¥ Yamell
Zip | || 85362
O] FPhone

EXT "K' is already added
520-287-4994

O Fax [JNo FAX available

520-287-5792
Days & Hours
of
Operation

& M-F-5 Hours (O Special Daily Hours C Call Clinic For Hours

Current hours - will not change until update complete:
Tues: 9:00am-1:00pm

Day Start Man V Day End Thu V
Time Open 3:00 [w]|AM[v] Time Close | 5:00 [v|| PM [v]
[ Saturday Hours
Time Open Saturday Time Close

Important: Before [isunday Hous

updatlng the CliniC, SUNDAY Time Qpen Time Close

- - Special MNotes Preview Hours
click preview.

Closed ewvery Friday.

\ Mon-Thu: 8:00AM-5:00PM

Note: Closed every Friday.

O Special Senice [ pemoye SSM

Closed for business on Monday Sept. 7
Message ] ]
SSM S3M in Spanish

Cerrada al publico el lunes 7 de
septiembre

Start date- mmiddfyyyy End date- mm/ddiyyyy
9/1/2009 9/8/2009

LpdateThis Clinic ] [ Cancel ]

32



How to Inactivate Clinic

When a clinic is no longer open for business, the admin must
inactivate the clinic.

1.To inactivate a clinic, click the “Edit” button to the right of
the clinic.

2. From the drop-down box select “Inactive”
3. Click “Update”

Arizona WIC Clinic Search - Admin Logout

Main | Set User User Employee | Employee | Edit Add Edit zlnactivate Clinic
Level Metrics | Info Roles Agency | Clinic Clinic | Clinic History

Activate / Inacvtivate Clinic

2040 Amsdo Food Bank 28720 5. Mogales Highway Active 1 1

3025 MCHC 1852 M. Mastick Way Active 1
@ 2001 Mogales WIC 1520 M. Hohokam Drive Active 1
2005 Patagonis WIC Family Health Center, 101 Taylor Lane Active 1

@

3025 MCHC
Prey-3

1852 N. Mastick Way
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User Metrics

To see who has logged into the application with date and time,
user metrics will provide the information.

1. Select if you want to see the last 30, 60 or 90 days
2. For a certain date range

3. Selects a user from the drop down

Arizona WIC Clinic Search - Admin Logout

Main | Set User User ) Employee | Employee | Edit Add Edit Inactivate | Clinic
Level Metrics | Info Roles Agency | Clinic Clinic | Clinic History
Metrics

Metrics can be viewed by a specific user or by a date range for all users. Select the appropriate radio button in which to
display metrics then select a level of user or leave for all users.

Simply re-select from the radio button/user list options to get other metric information.

® 30 Days O 60 Days O 90 Days User List
Select User [v][ Get User Metrics
Start Date | 8/30/2009

End Date |9/1/2008

| Get IMetrics for date range |

[ Export To Excel

ip_address userMame LoginTimestap

189.36.43.49 apptest  9/1/2009 3:07:21 PM
159.36.43.144 apptest  9/1/2009 3:02:34 PM
159.36.43.49  apptest  9/1/2009 2:43:3%9 PM
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Clinic History

The Admin can get the clinic history for:
*The last 30, 60 or 90 days.

* Using a specific date range

* A specific clinic or user

Arizona WIC Clinic Search - Admin  Logout

Main | Set User User Employee | Employee | Edit Add Edit Inactivate ..
Level Metrics | Info Roles Agency | Clinic Clinic | Clinic ‘

Clinic History

Clinic History can be viewed by a specific user or by a date range. Select the radio button in which to display History and
the specific information will display.

Simply re-select from the radio button options to get other History information for that many days in the past.

O30 Days ©60 Days O 90 Days Clinic List

Select v|[ Get Clinic History |
Start Date
End Date User List

Select v ’ Get User History l
[ GetClinic History for date range ]
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How to Search for a WIC Clinic

The WIC website Is www.azwic.gov
Click on the magnifying glass to search for a WIC Clinic.

nfants & Children (WIC) - Windows Internet Explorer provided by AZDHS

< v azwic, gov| V| 2| X% | MHSC 2008 Ambassador Confer

«worites  Tools  Help

IGoogIe & | Suggested Sites - B aDoa conf raoms (Capital) & | Flinn Foundation Conferenc. .. o Halle Heart Children's Museurn  BSU Conference Room Policies .. ﬂE Qutlook Tukarials d daodle Myl
ints & Children (WIC) |_| - Bl [ d= - Page - Safel
| Previous  Mext |?| Cptions -
Health Services i BT - W - R=7 )
SR Health Services 4 5 L \

ADHS Home | About | News | A-Z Index | Contact Search ADHS Search

Bureau of Mutrition and Pégina en Espafiol

Physical Activity

WIC Home |Search wic |[ Search ]

frm rr i Bureau of Nutrition and Physical Activity

Nifios (WIC) Arizona Women, Infants & Children (WIC)

Find a WIC Clinic oo Ionoonooiiooooonooioooooooooos H

Clients & Families | WIC families evacuated due to fires can Find a WIC Clinic in the area where they have relocated. If

SIS SIHIES i you have questions or have evacuated out of state and need transfer approval. call the WIC hotline i

Food Package at 1-866-229-6561.

Vendors Arizona Waemen, Infants, & Children (WIC) is a federally funded program providing residents L]

A with nutritious foods. nutrition education, and referrals. WIC serves pregnant, breastfeeding.
Local Agencies and postpartum warien, and infants and children under age five who meet WIC eligibility
Avrizona in Motion guidelines. - Women InTaTaChildren

Healthy Resources

Fruit and Veggies, More Matters. Visit v eatwellbewell.org

Event Calendar
o LATCH-AZ August Meeting: Registration | Agenda
» WIC RDs Recognized for Work on PCE Steering Committeem

- . + Find a Farmer's Market Mear You - Englishﬂf S Janishm
Nutrition Education » Healthy Recipes Using the Mew WIC Foods

Physicians » Food Assistance Programs in Arizona (English 2]
» Food Assistance Programs in Arizona (Spanish ﬂ
+ State WIC Director receives NWA L eadership Award

Arizona Farmers" Market
Mutrition Program

Program Integrity

Contact Us

Applv for WIC or Find a . MyPyramid Becomes MyPlate

USDA recently unveiled the new food icon to accompany the Champions for Change

Arizona Women, Infants &

Children (WIC) 2010 Dietary Guidelines. MyPlate serves as a reminder to Arizona Nutrition Network
(800) 252-5942 help consumers make healthier food choices and
(800) 2525-WIC emphasizes the fruit, vegetable, grains, protein, and dairy
food groups. For mere information on how to build a healthy
To report WIC fraud & abuse, plate at meal times, visit ChoosellyPlate gov.
call our Fraud Hotline:
(866) 229-6561 or email us Arizona WIC encourages you to choose steps that work for

you and start today:

Hearing/Speech
Challenges?

szo.w"

<& Ly
o,
2 2
R O
v =
= 7
©

T &

Unknown Zone (Mixed)

» Balancing Calories:

= Fnimswvnir fand bt aat lace

@ Inbo: - Mi
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How to Search for a WIC Clinic (cont.)

There are 4 ways to search for a WIC Clinic:
Search by street address

County

City/Town

Zip Code

H w o

« Spanish
o Text \ersion

€ Arizona WIC Clinic Search - Windows Internet Explorer provided by AZDHS

e —

A - | HE http:ficlinicsearch, azbnp. gowf

. File Edit ‘Wiew Favorites Tools  Help

i:? ke [ 2 Arizona WIC Clinic Search l l

Arizona WIC Clinic Search Manager

WIC Home
.

-
:‘j n lisfan .P‘. Thilelre

—-—

How do | use this?
® English \{:} En Eapannl‘
_— _
Disclaimer: Faor cliz hing fo WIS clinicin Parker, AZ, glesss call ITCA st 202-2595-4522 or

vizit tham on the wao st WWW ITEEDI'IHI'IE cam.

SoaschDu
1 @ Streat AddressZ@ Cnunt‘_-,f3(:} Cit'_.;.anwn4QZip Code
Enter the street address. (ex: 4760 VY. easysireet) Select the City

| Select City 'v|[ Find Clinic(s) |
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How to Search for a WIC Clinic (cont.)

Select a WIC Clinic from the list.

‘ext Version with Mo script Click here

Arizona WIC Clinic Search Manager

WIC Hom

-

:‘j Winimen isfants & Childdeen

&) English

Disclaimer: For

C En Espafial

cliznts s2arching for 2

clinizin Patker, AZ, pleass call ITCA 3t 802-285-4522 or

visit tham an the wab at Www.itcaonline. com.
Search By

(O Street Address O County @ City/Town O Zip Code

Select City: |F'hDEI1ix

Your search resulted in (12) Clinic(s) in Phoenix Town/City

L=
AP

p
| E'e)—
[

p
{ E'e)-
[

p
| E'e)-
[

P
{ E'e)—
[FLN-

P
{ E'e)—
LR BT

P
| E'e)—
L

@

[y

P

tl [ Search City ]

Downtown WIC

Sunnyslope WIC

Morth Valley WIC

St Mary's

Seventh Avenue WIC

South Phoenix WIC

Maryvale WIC

Baseline

RAarmamla I

1645 E. Roosevelt Street

9100 M. Central Avenue Suite B

19401 M. Cave Creek Road Suite

g

3003 W Thomas Rd

1260 5. Tth Avenue

438 E. Southern Avenue

4002 M. 6Tth Avenue Suite 10

G35 E. Baseline Road

ARAR Kl EArt fmmoms Qoita 914

Click Here For Details

Click Here For Details

Click Here For Details

Click Here For Details

Click Here For Details

Click Here For Details

Click Here For Details

Click Here For Details

™licle Harn Far Mataile

Phone:

Phone:

Phone:

Phone:

Phone:

Phone:

Phone:

Phone:

Dhamne

How do | use this? O

602-506-6843

602-331-8311

602-482-7174

B02-278-3201

602-252-35988

602-243-3997

523-846-5809

B02-323-3472

N7 29273 9447
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How to Search for a WIC Clinic (cont.)

Frint This Page

WIC Clinic Mame Downtown WIC
Agency: Maricopa County Dept of Public Health

Street Address 1645 E. Roosevelt Street
County: Maricopa
City: Phoenix
Zip Code: 85006
Days-Hours Man-Fri: 7:00am-5:30pm
Phone 602-506-6848
Fax 602-506-5035
Ua L e — e S
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Questions??

Contact Tanja James at
Tanja.james@azdhs.gov

wic

Women Infants & Children
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