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•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.   

 

WIC Clinic Search Overview 
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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.  
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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  
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1 2

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 

 

WIC Clinic Search Application Tips (Cont.) 
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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 
 
• Default – no access until user level is selected  
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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) 
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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 
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•  Default users have no access to the web application.  
They will receive the message below if they try to login. 

Default Level 
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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://app1.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 . 
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Before logging into the clinic search, all users 
must agree with the statement below.   

How to Login (cont.) 

Login with your Citrix username and password.   
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Main Menu 
When administrators login to the application, the are taken to the 
Main Menu.   
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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. 

 

Main Menu (cont.) 
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Main Menu (Cont.) 

From the Main Menu, Administrators see:  
1. Reports & Quick Links 
2. Clinic Statistics 
3. List of all clinics 
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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 
 

Main Menu (Cont.) 
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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 
 

Main Menu (Cont.) 



 

16 

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 

 



 

17 
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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 
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How to Set User Levels (cont.) 
1. Select user from drop down list 
2. Click “Get User Level” 
3. Click “Edit” 
4. Select new user level 
5. Click “Update” 
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To add an employee, fill in each field and click “ADD Employee” 
 

How to Add an Employee 
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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 
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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 
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How to Delete an Employee 
1. Select an employee to edit 
2. Click “Yes This User” 
3. Click “Delete Employee” 
4. Click “Ok” 
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Employee Roles 
To change the positions for the employee roles is easy with 
the new WIC Clinic Search Admin system   
• Select Agency or Clinic 
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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” 
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1. Select Clinic 
2. From the drop down box select a clinic within the agency 
3. Click “Get Information” 
 

How to Edit Clinic Employee Roles 
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How to Edit Clinic Employee Roles  

1. Check the box to update an employee role 
2. Select an employee 
3. Click “Update Clinic Position” 
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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 
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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 
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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 
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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    
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How to Edit a Clinic (cont.) 
 

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

Important:  Before 
updating the clinic, 
click preview. 
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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” 
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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 
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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  
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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. 
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How to Search for a WIC Clinic (cont.) 

• There are 4 ways to search for a WIC Clinic: 
1. Search by street address 
2. County 
3. City/Town 
4. Zip Code 
 
• Spanish  
• Text Version 
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How to Search for a WIC Clinic (cont.) 

Select a WIC Clinic from the list. 
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How to Search for a WIC Clinic (cont.) 
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Contact Tanja James at 
Tanja.james@azdhs.gov  


