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Module 1: Clinic Administration
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HANDS Clinic Administration Module
Learning Objectives

After completing this module, the User should be able to:

. Search for a Breast Pump in the Inventory

. View the Breast Pump Issuance History

. Print a Test Check

. Complete a look up of Food Benefits for a Client

. Demonstrate the Un-Voiding of a Food Benefit

. Identify the Schedule Set-Up pages of the
HANDS Scheduling Module

. Add the Default Clinic Hours, Days of Operation, Hol-
idays and Schedule Templates

. Demonstrate the Clinic Scheduler Set-Up Procedure

. Identify the Scheduler Set-Up Conflicts

. Utilize the HANDS Schedule Blocking function

. Describe the Moving Existing Appointments function
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Clinic Administration

Clinic Administration: Overview

The WIC Services Administration is located in the WIC Services Module and is
accessible from the WIC Services Navigation Pick List located in the Certification Work
Flow pages.

The WIC Services Administrative section includes:

Breast Pump Inventory
Print Test Checks

Food Benefits Look up
Un-void Food Benefits
HANDS Scheduler Set-Up

*All Required Fields are highlighted yellow with an asterisk (*).

Administrative

Assessments Setup
Breast Pump Inventory
Print Test Checks

FB Lookup

Un-Void Food Benefits
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Clinic Administration: Breast Pump Inventory

The Breast Pump Inventory page is used to manage the breast pump inventory including
searching for breast pumps, logging pumps into inventory, assigning pumps to local
agencies, updating the pump status, view pump issuance history or make a pump act-
ive/inactive.

(]
Search =
Certification
Notes 1
Breast Pump Issuance and
Return
Administrative Step 1: Access the Breast Pump Inventory pages by

selecting Breast Pump Inventory from the WIC Services
Mavigation Pick List.

Assessments Setup

Breast Pump Inventory

Print Test Checks

FE Lookup

Labels

Un-Void Food Benefits

Reports
Searching for a WIC Breast Pump

1. Select Breast Pump Inventory from the WIC Services navigation drop-down list. You
will need to be in the WIC Services module to see this option.

2.The Breast Pump Inventory search page displays.
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Home | Sys Admin | Ops Mgmt

CSFP Services | Scheduling | Finance | Vendor | Program Integrity | Reports

gegn s
Breast Pump Inventory

@ Active @ Inactive ® Both

Serial Number State/Local Clinic Date Added
| [10- PIMA COUNTY HEALTH DEPT Bd [FLowiNG WELLS

Status

Statel/Local
Agency

Inactive  Issuance

Serial Number Pump Type Date Added Status Comment Active Reason | History

No data to show

3. To search for a pump in inventory, enter the search criteria and click Search.
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Home | Sys Admin | Ops Momt RU[[s:0N0EER CSFP Services | Scheduling | Finance | Vendor | Program Integrity | Reports

g 8gD s
Breast Pump Inventory

@ Active @ Inactive @ Both

Serial Number State/Local Clinic Date Added
| [10-PIMA COUNTY HEALTH DEPT BJ [FLOWING WELLS

Status

State/Local . . 5 Pump Date s Inactive Issuance
et Clinic Serial Number i Added Status Comment Active Boacali it
LIRS Hospital
COUNTY  FLOWING

|7/ 4454334544 Grade 04/28/2014 RETURNED Yes @
HEALTH  |WELLS Ameda Elite
COUNTY  FLOWING Hospital
HEALTH WELLS /184848484 Grade 03/21/2014 RETURNED DJFLKJSDLKFJALSDKFJLSDAK;FJALSKDFJLSDKFJ Yes @

Ameda Elite

DEPT
<< < = =»> Rowcount Showing 1-2 of 2

4. Select a pump by clicking on the Serial Number.

5. The pump information is displayed.

Home | Sys Admin | Ops Mgmt RI[SETLNIEER CSFP Services | Scheduling | Finance | Vendor | Program Integrity | Reports

Back to List

Inactive Reasons
O =

*Serial Number *State/local Agency Clinic

4454334544 |1I] - PIMA COUNTY HEALTH DEPT ﬂ |FLOWING WELLS ﬂ
*Date Added *Pump Type *Status

04/28/2014 |Hospila| Grade Ameda Elite ﬂ |RETURNED ﬂ
Comment

Save Reset

6. This is where you can make the pump Active/lnactive, update the status or assign the
pump to a particular clinic.

7. Make changes if needed and click Save.

8. Select Back to List to return to the Search Results.
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Viewing the Breast Pump Issuance History

1. From the Breast Pump Inventory search results, click on the purple icon in the Issu-
ance History column for a particular pump.

Inactive Issuance

Date

Statellocal . . - Pump 2
P Clinic Serial Number rh— Added Status Comment Active Boasobi Misetaing
PIMA Hospital
COUNTY  FLOWING | Grade
COUNTY  FLOWING | rss3885 Crade 0510172014 AVAILABLE THIS PUMP WAS PURCHASED IN MAY 2014. Yes ®
DEPT Classic
PIMA .
Hospital
O VNG 44454334544 Grade  04128/2014 RETURNED Yes ®
DEPT Ameda Elite
L) Hospital
SO ESWNG  praasasasa Grade  03/21/2014 RETURNED DJFLKJSDLKFJALSDKFJLSDAKFJALSKDFILSDKF Yes ®
Ameda Elite

DEPT

Row count: [[JES Showing 1-3 of 3

2. The pump history page will display.

Home | Sys Admin | Ops Mgmt CSFP Services | Scheduling | Finance | Vendor | Program Integrity | Reports

Back to List

LA/Clinic LA/Clinic Actual Recoadad

Pump Status Issue Date Issued By Issued Returned Client ID Due Date Return B Comment
From To Date

INFANT 15
STILL IN THE
HOSPITAL
AND
RECEIVING
BREASTMILK
FORTIFIER.
4454334544 RETURNED  04/29/2014 E‘S_‘féNG E_S_VEéNG 3101403285 06/01/2014 04/29/2014 \gl-ll-llglrlg MS. WIC
NEEDS
SUPPORT
AND
INSTRUCTION
ON HOW TO
MAINTAIN THE
BREASTPUMP

Row count: [I]E3 Showing 1-1 of

3. Click the Back to List button to get back to the Breast Pump Inventory page.
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Clinic Administration: Print Test Check

In order to test MICR printer settings, HANDS allows the user to print a test check. The
Print Test Check functionality may be found in the Administrative section of the
WIC Services Navigation Pick List.

This functionality is user role based and is for state and clinic administrative staff only.
1. Go to the HANDS WIC Services Module.

2. Click on the Navigation Pick List drop down arrow.
3. Click on the Print Test Check Option.

Page name: | |

Enrollment

Family Information

Ot of State Transfer

m

Certification

Breast Pump Issuance and
Return

Motes

Administrative

Forms

Assessments Setup
Breast Pump Inventory
FB Lookup

Un-Void Food Benefits
Reports

Active Food Package Listing

Breastfeeding Duration o=

4. This will bring you to the System Administration Test Check Printer Page.
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5. Click the Print Checks button.

Test Check Printer

Step 5: Click the Print Checks button

6. The check preview box will appear.
7. Scroll down to review the test checks.
8. Click print checks.
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Check Preview

XXXXX

WITH' &2 CAENDAR LS
130M NAST BATE HE USE.

m

T Ra AR T ARCTT I ALY 3 . el N

i
XXXXX

WERTHI BYGRT FPOseT

VATHIY 50 LALENDAR LS
1H0M NRST BATE T USE.

Step 8: Click Print Checks
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Clinic Administration: Food Benefit Look Up

1. To access the FB Look Up page, choose the FB Look Up from the WIC Services Nav-
igation Pick List.

Page name: | ‘
]
Certification
Motes

m

Breast Pump Issuance and
Return

Administrative

Assessments Sefup
Breast Pump Inventory

Print Test Checks

FB Lookup
Labels
Un-Void Food Benefits

Reports

Active Food Package Listing
Breastfeeding Duration
Breasifeeding Exclusivity

Breasifeeding Initiation -

2. 0On the FB Look Up Page, enter the search criteria required.
You may search by the following:

o Family ID

o ClientID

« First Date & Last Date to Use Range

« Serial Number Range

HANDS WIC Clinic Admin User Training Manual
15



FB Lookup -

Search Criteria

Family ID Client ID
1140002259 | [ |

Vendor ID Farmer ID CwID
\ | | |

Date to Use Range
First Date to Use Last Date to Use

Serial Number Range
Starting Serial Number Ending Serial Number

Food Benefits

First Last
Serial Preview Family Client Issue Date Date Cleared Redemption Void Void Voided Vendor Rejected Requested Rejected Issued | .- . ]

Number Check ID 1D Date to to Date Amount Date Reason By D Date Amount Reason By
Use Use

Mo data to show

a4 mn 13
CWs

First Last
Serial Preview Family Client Issue Date Date Cleared Redemption Void Void Voided Vendor Farmer Rejected Requested Rejected Issued

Number Check ID 1D Date to to Date Amount Date Reason By ID 1D Date Amount Reason By
Use Use

No data to show

4 " | 3

[_Soarch | _New Search_|

3. Click the Search button.
4. The Food Benefits Information displays.
5. The user may review a check listed by clicking the Preview Check button.
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FB Lookup -

Search Criteria

Family ID Client ID

Vendor ID Farmer ID CwviD
Date to Use Range

First Date to Use Last Date to Use

Serial Number Range

Startin? Serial Number Endin? Serial Number

Food Benefits
Serial Preview . o Last Date Cleared Redemption Void V Voided Vendor Rejected F
Number Check pamieily LisgtlD jzauabate to Use Date Amount Date Reason By ID Date 2
Preview
994944433 Check 139772717 | 1021618244 | 11/18/2013 | 11/18/2013 | 12/18/2013
Preview DAMAGED,
992907018 139772717 | 1021618244 | 11/18/2013 | 11/18/2013 | 12/18/2013 UNISSUED
984771578 Pé::?: 010272486 | 1000007953 111212013 | 01/1072014 4
981243891 139772717 | 1021618244 | 11/18/2013 | 11/18/2013 | 12/18/2013
Preview LOST OR
971559153 139772717 | 1021618244 | 11/18/2013 | 11/18/2013 | 12/18/2013 STOLEN
862022202 P(!T.‘::: 139772717 | 1021618244 | 11/18/2013 | 11/18/2013 | 12/18/2013
95687576 Pé:‘;is: 020272551 | 1000008077 10/09/2013 | 12/07/2013 24
Preview DAMAGED,
940024815 Check 139772717 | 1021618244 | 11/18/2013 | 11/18/2013 | 12/18/2013 UNISSUED
eview LOST OR
922022425 139772717 | 1021618244 | 11/18/2013 | 11/18/2013 | 12/18/2013 STOLEN
91577011 Péﬁ‘;f: 139772941 | 1051618582 | 12/12/2013 | 12112/2013 | 01/10/2014
> »> Row count: mﬂ Showing 1-10 of 55751685
« . »
[V VA
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Clinic Administration: Un-Void Food Benefits
Food Benefits can be unvoided the same day they were voided.

1. On the Navigation Pick Listin WIC Services, click on the Unvoid Food Benefit

Page name: | |
o
Search J
Certification
Motes -

Breast Fump lssuance and
Return

Administrative

Assessments Setup
Breast Pump Inventory
Print Test Checks

FE Lookup

Labels

Un-Void Food Benefits

Reports

Active Food Package Listing
Breasifeeding Duration

Ereastfeeding Exclusivity

2. 0On the Un-Void Food Benefits page, enter the Client ID.

3. Click the Search button.
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8 “‘“' Ds Home | Sys Admin | Ops Mgmt
Un-Void Food Benefits

CSFP Services | Scheduling | Finance | Vendor | Program Integrity | Reports

Search Criteria
*Client ID j’
1014{)3655 .
—_— Step 2. Enter the Client ID. ]
.

(
[ Step 3: Click the Search button.

b

4. In the Un-Void Food Benefits section, choose the FI number to be Un-Voided.
5. Enter the required Comment.
6. Click the Save button.

Home | Sys Admin | Ops Mgmt R'USETELUIELE CSFP Services | Scheduling | Finance | Vendor | Program Integrity | Reports

Back to List

Client Information
Client ID Last Mi
3101403695 TEZ ) Step 4- Select the FI Numbers to be Un- |
Voided by clicking on the
Un-Void Food Benefits  //| check box.
[0 Fl Number Date to Use ast Date to Use oid Reaso
[ 0064314405 05/15/2014 06/13/2014 D
] 0064314396 / 05/15/2014 06/13/2014 G
0064314397 05/15/2014 06/13/2014 D
0064314398 05/15/2014 06/13/2014 D
0064314399 05/15/2014 06/13/2014 D
*Comment Requested User
Staff person made a mistake. Accidental Veiding ASWH”E
— -—
\‘\ Step 5: Enter the required comment.
e -
[
Step 6: Click the Save button. S
\ T

[Sove | Roset

7. The Un-Void Food Benefits box will display and ask if you want to Un-Void the
selected food benefits.
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Un Void Food Benefits =]

Do you want to Un-Void selected food benefits?

8. Click the Yes button to Un-Void the Food Benefits.

9. The Food Benefits selected have been un-voided.

_|| Cert || Med || Assess || Care Plan m Appts || Notes |

Assignment Issuance Formula Replacement Void | Reissuance

*Reasons

Food Benefit List

Serial Number First Date to Use Last Date to Use Preview Check
0064314397 05/15/2014 06/13/2014 ISSUED, NOT CASHED
0064314398 05/15/2014 06/13/2014 ISSUED, NOT CASHED
0064314399 05/15/2014 06/13/2014 ISSUED, NOT CASHED

Row count: [[[JEX Showing 1-3 of 3
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Setting Up Schedules In HANDS

HANDS Scheduling Overview

HANDS Scheduler offers a variety of appointment styles for managing WIC clinic flow
and appointment availability. This flexibility will help local agencies to better manage the
daily clinic service flow and meet mandatory federal guidelines or the 10/20 rule for
scheduling WIC clients.

HANDS Scheduler allows traditional scheduling, open access scheduling, centralized
appointment scheduling, walk in appointments and group appointments. The system will
have indicators to track all appointment activity. As a result, there will be a variety of
Scheduling Reports that will help clinic administration to determine if the current sched-
ule is meeting the requirements indicated by Arizona WIC Policy and Procedures.

The design of the HANDS Scheduler area provides staff with easy navigation for
scheduling and updating WIC appointments. For example, there are at least 3 different
ways to add appointments for a WIC client located in both the Scheduler and WIC Ser-
vices modules of HANDS. A clinic user could make an appointment for a client while in
the WIC Services module or by going directly to Scheduler. In addition, all client records
within a family are available on the same screen for making, rescheduling or canceling
WIC appointments.

For setting up a clinic schedule, HANDS Schedule templates offer many appointment
types, time slots and columns which may be opened or blocked as needed without hav-
ing to alter the entire schedule. Changes to a clinic schedule may be added for a certain
day or range of days, and HANDS will provide alerts if there are any existing conflicts
between the new and existing schedule

Services, Provider Columns, Time Slots & Nutrition Groups

The schedule day is divided into Services, Columns and Time Slots. The types of ser-
vices are maintained by the WIC State Agency. The columns are maintained at the
agency level. The local agencies decide the starting and ending times as well as the
number of services and service providers per schedule day.

Examples of the services that clinic staff may choose from when building calendars or
making appointments in HANDS.
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| Home ‘ Sys Admin | Ops Mgmt | WIC Services | CSFP Services | Finance | Vendor | Program Integrity | Reports
03 - FLOWING WELLS W Show Groups Filter Options [~
*  Time CERTIFICATIONS NUT. DISCUSSION Temp1 NUTRITION DISCUSSION

m

Services may include New Certification, Certification, Additional Certification, Mid Cer-
tification Assessment, High Priority/Risk, Medium Priority/Risk, Nutrition Discussion,
Nutrition Discussion with medical, Out of State Transfer, Forgotten Documents, BF
Assessment, and BF Counseling.

Clinic Administrative Responsibility

Clinic Administrative Staff are required to set up the WIC Appointment Schedule tem-
plates and calendars in HANDS for WIC clinics within their assigned Local Agency. WIC
Clinic Staff without the calendar builder role will not have access to the Scheduler Set

up pages.

The Clinic Administrative Staff with the calendar builder role will have access to all of
the assigned WIC clinics within the Local Agency, and they will appear in the drop down
list on the associated HANDS Scheduler set up pages.

Clinic Selection

*Clinic(s)

00 - ALL CLINICS -
01 - DOUGLAS HEALTH i
02 - BISBEE WIC

05 - CHIRICAHUA COMMUNITY HEALTH CENTER, PEDIATRIC CENTER FOF -
11 - SIERRA VISTA WIC 0

12 - BENSON WIC
13 - WILLCOX WIC C

21 - FORT HUACHUCA WIC

33 - TESTING ORGS

41 - CLINIC41

51 - SANTA'S HUT IN THE NORDS

54 - ELFRIDA COMMUNITY CENTER WIC (CALL WILLCOX) i
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This will allow the user to set up schedules and clinic calendars for a variety of clinics
without having to individually search for each clinic. It will also allow the user to use the
same template or to assign clinic hours for multiple sites within a local agency.

Scheduling Navigation Pick List

The Navigation Pick List allows navigation through the HANDS Scheduling Area and
from the Scheduling area back to WIC Services.

Clinic Scheduler Setup -

Page name: | |

o

s

v

Forms

Enrollment

Family Information

Scheduler

Appt Scheduler |

Maintain Templates

Templates

m

Clinic Scheduler Setup

Appointments

Walkin Appointments
Settings

Clinic Default Settings |

Appt Mailing Labels —'h
Reports

Group Mutrition Discussion
Aftendance

Group Mutrition Discussion |
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Setting Clinic Hours, Schedule Templates, and Clinic Calendars

Setting up a WIC Clinic's Schedule in HANDS includes 4 procedures.
Procedure 1: Columns and Group Names Set Up

The Column Name and Nutrition Discussion Group Class Name procedure allows
the Local Agency staff to customize the naming of columns and Nutrition Dis-
cussion Group Class Names. Users can also determine the order in which
Columns and Nutrition Discussion Group Classes appear.

Procedure 2: Clinic Default Settings Set Up

The Clinic Default Settings Set Up procedure establishes the Days and
Hours of Operation for a WIC Clinic. It also allows for the setting up of clinic
holidays and closed days.

Procedure 3: Clinic Schedule Template Set Up

Templates are used to define the clinic appointment time slots and Nutrition
Discussion Groups without a specific date association.

Procedure 4: Clinic Calendar Set Up Using Templates

Defined template settings are then associated with one or more clinics for a
date range using the clinic calendar set up. If there is any existing schedule
or appointment information that conflicts with a new template being applied,
HANDS will let the user know there is a conflict. This will be discussed in the
Scheduler Conflicts section of this module.

The HANDS Scheduler Set Up Pages may be accessed through the Black Top Menu
Bar as part of the Scheduler Area drop down options. See below.

- A A . - A A
0N Sys Admin | Ops Mgmt | WIC Services | CSFP Services | Scheduling | Finance | Vendor | Program Integrity | Reports
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Scheduling |GTEIETR

Appt Scheduler
Maintain Templates
Clinic Scheduler Setup
Precertification

Walkin Appointments
Clinic Default Settings

Appt Mailing Labels

Procedure 1: Columns and Group Names Set Up

The Column Name and Nutrition Discussion Group Class Name procedure allows the
Local Agency staff to customize the naming of columns and Nutrition Discussion Group
Class Names that appear for their Agency. It also provides the Local Agency staff with
the ability to determine the order in which Columns and Nutrition Discussion Group
Classes appear.

Column Names will be used for setting up Appointment templates for the Appointment
Scheduler which will be discussed in procedure 3. Columns are displayed on the
Appointment Scheduler for clinic workers to schedule clients in. Scheduling coordinators
can then view columns on the Scheduler in order to coordinate client processing and
benefit issuing with staff members.

Columns

Step 1: Navigate to Columns Base Table

« Selectthe Sys Admin menu.
« Click on the Appt. Scheduler Base Tables section.
 Click the Columns hyperlink.
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00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS
Home Ops Mgmt | WIC Services | Scheduling | Finance | Vendor | Program Integrity | Reports

Columns m
Name Local Agency Display Order
HIGH RISK 02 - COCHISE COUNTY HEALTH DEPARTMENT 1 [
HIGH RISK 03 - COCONINO COUNTY DEPT OF PUBLIC HEALTH 1 I
HIGH RISK 04 - GILA COUNTY HEALTH DEPT 1 [
HIGH RISK 05 - GRAHAM COUNTY DEPT OF HEALTH 1 ]
HIGH RISK 06 - GREENLEE COUNTY HEALTH DEPT 1 [
HIGH RISK 07 - MARICOPA COUNTY DEPT OF PUBLIC HEALTH- WIC ADMINISTRATION 1 )
HIGH RISK 08 - MOHAVE COUNTY DEPT OF HEALTH AND SOCIAL SVCS 1 [
HIGH RISK 09 - NAVAJO COUNTY HEALTH DEPT 1 1
RD2 10 - PIMA COUNTY HEALTH DEPT 4 [
HIGH RISK 1 Pl
HIGH RISK 13 - YAVAPAI COUNTY WIC 1 |
HIGH RISK 1 Pl
HIGH RISK 1 A
HIGH RISK 1 |
HIGH RISK 27 - MARANA HEALTH CENTER 1 [
HIGH RISK 1 A
P I

Step 2: Add a New Column Name

» Click the Add button.

« Enter desired column name.

« Select the Local Agency name.

« Enterthe Display Order. (This determines the order in which the Column name will
display throughout the application)

« Click the OK button.

| Add n

*Name
|HIGH RISK

"Local Agency
|u1 - APACHE COUNTY HEALTH DEPT B

Display Order
1
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Step 3: Save the New Column Name

« On the Columns base table page, click the Save button to add the new Column
Name to the application.

Nutrition Discussion Group Names

Nutrition Discussion Group Names will be used for setting up Group Nutrition Dis-
cussion templates for the Appointment Scheduler which will be discussed in procedure
4.

Step 1: Navigate to Nutrition Discussion Group Names Base Table

« Selectthe Sys Admin menu.
o Click on the Appt. Scheduler Base Tables section.
« Click the Nutr. Disc. Group Names hyperlink.

ROMOC | 1 00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS
a»é"'d"p s | Home | Ops Mgmt | WIC Services | Scheduling | Finance | Vendor | Program Integrity | Reports

MNutr. Disc. Group Names

Group Names m

~ Local Agency v ~ Display Order
LEAD POISONING PREVENTION 02 - COCHISE COUNTY HEALTH DEPARTMENT NUTRITION TOPICS 9 A
HEALTHY TEETH HEALTHY SMILE 02 - COCHISE COUNTY HEALTH DEPARTMENT CHILDREN 8 A
FRUITS AND VEGETABLES 02 - COCHISE COUNTY HEALTH DEPARTMENT NUTRITION TOPICS 7 A
CHOKING HAZARDS 02 - COCHISE COUNTY HEALTH DEPARTMENT CHILDREN 5 A
BEFORE YOUR NEXT PREGNANCY 02 - COCHISE COUNTY HEALTH DEPARTMENT MATERNITY 4 A
BREAST PUMP CLASS 02 - COCHISE COUNTY HEALTH DEPARTMENT BREASTFEEDING 2 A
ANEMIA 02 - COCHISE COUNTY HEALTH DEPARTMENT NUTRITION TOPICS 1 P
LEAD POISONING PREVENTION NUTRITION TOPICS 9 Pl
LEAD POISONING PREVENTION 01 - APACHE COUNTY HEALTH DEPT NUTRITION TOPICS 9 P
HEALTHY TEETH HEALTHY SMILE 01 - APACHE COUNTY HEALTH DEPT CHILDREN 8 Pl
FRUITS AND VEGETABLES 01 - APACHE COUNTY HEALTH DEPT NUTRITION TOPICS 7 A
CHOKING HAZARDS 01 - APACHE COUNTY HEALTH DEPT CHILDREN 5 A
BEFORE YOUR NEXT PREGNANCY 01 - APACHE COUNTY HEALTH DEPT MATERNITY 4 A
BREAST PUMP CLASS 01 - APACHE COUNTY HEALTH DEPT BREASTFEEDING 2 A
ANEMIA 01 - APACHE COUNTY HEALTH DEPT NUTRITION TOPICS 1 A
BREASTFEEDING BASICS 01 - APACHE COUNTY HEALTH DEPT BREASTFEEDING 3 A
R — N — N —— _ I

Step 2: Add a New Nutrition Discussion Group Name
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« Click the Add button.

« Enter desired Nutrition Discussion Group name.

» Selectthe Local Agency name.

« Enterthe Display Order. (This determines the order in which the Nutrition Dis-
cussion Group name will display throughout the application)

« Click the OK button.

Add B

*Group Name

|ANEMIA

*Local Agency

01 - APACHE COUNTY HEALTH DEPT |E|
Category

MUTRITION TOPICS (=]

Display Order

4

Step 3: Save the New Nutrition Discussion Group Name

« On the Nutrition Discussion Group Name base table page, click the Save button to
add the new Nutrition Discussion Group Name to the application.

Procedure 2: Clinic Default Settings Set Up

There are three basic settings for every WIC clinic that can easily be maintained in this
screen. A) Clinic Default Working Days; B) Clinic Default Hours of Operation; C) Clinic
Closed Days.

These settings are vital for appointment scheduling. Every clinic within the local agency
or a state agency can be easily modified by choosing any clinic at the top right corner
and the data can be saved one clinic at a time.

To set Clinic Default Settings, which include typical days of the week and start
and end times:
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Step 1: Select WIC Clinic

Select the Scheduling menu
« Select Clinic Default Settings.
Select the appropriate clinic.

o Click Go.
| Home | § i | 0Ops Mgmt | WIC Services ‘ CSFP Services ‘ Finance ‘ Vendor | Program Integrity | Reports
*Clinics
[03 - FLOWING WELLS ﬂ | Go |

Step 2: Setting Default Clinic Hours and Days

. Set the clinic default hours by cllcklng Add.
[

 Clinic Default Settings = “Clinics
[03 - FLOWING WELLS |- Go |
‘ Default Hours m
Open Close Sunday Monday Tuesday Wednesday Thursday Friday Saturday

No data to show

Closed Days m

Holiday Closed Reason
07/04/2014 INDEPENDENCE DAY @

« Enterthe earliest and latest time your clinic will open and close for the weekly day
(s) of operation that you select. Enter the absolute earliest and latest time your
clinic could potentially be open. This will allow an easier time of adding services at
a later date that are outside the typical clinic hours.
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=

dd B

*Open
|?:[]'I}an'| |

"Close
|5:[]me |

Sunday
H Yes

Monday
+ Yes

Tuesday
+ Yes

Wednesday

+ Yes

Thursday
+ Yes

Friday
+ Yes

Saturday
N Yes

=0k Corcer

« Click OK.

Step 3: Entering clinic closed days and/or holidays

« Inthe Closed Days section, Click the Add button.
« Enter the Date for the Closed Day.

« Indicate if the Closed Day is a holiday by checking the Holiday check box.
o Choose the Closed Reason.

« Click OK to close the Holiday Box. Remember to Save!

Hint!You do not need to enter normal closed days such as Sunday. That is
done in the days of the week (Step 2 above).
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Add | %

Date
09/01/2014

Haoliday

Closed Reason

LABORDAY &

| OK ] Cancel |

Step 4: Save the Clinic Default Setting

« On the Clinic Default Settings Page, click the Save button to set the clinic default
hours and closed days.

Hint! You can set up different Clinic Default Settings for each day of Operation if
needed. For example, if a clinic closes at noon every Friday, then a separate Clinic

Default Setting will need to be added for Fridays, while the rest of the weekdays remain
the same.

Procedure 3: Maintain Templates

There are three template types that may be set up from the Maintain
Templates Page:

1) Hours of Operation
2) Appointment Time Slot
3) Group Nutrition Discussion

o The Hours of Operation is used to determine the hours the clinic is open if different
than in the Clinic Default Settings.

o The Appointment Time Slot is used to determine the services and columns that are
available during particular times

o The Group Nutrition Discussion is used to set up any Nutrition Discussion Groups
discussions and the date(s) and time(s) they occur.
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10 - PIMA COUNTY HEALTH DEPT / 03 - FLOWING WELLS!

‘ Home ‘ sys Admin | Ops Mgmt | WIC Services | o scheduling | Finance ‘ Vendor | Program Integrity | —

_—ﬁ_“—'“ﬁ—-ﬁ_‘ Step 1: Go to the Maintain Templates page. J
Appointment Time Slot b
@ Hours of Operation 0 Appointment Time Slot ® Group Nutrition Discussion ~ - -
. (
o Step 2:
iy p 2: Choose the template type.
Template Name Clinic - \ Hours of Operation, Appointment Time Slot or
| |03 - FLOWING WELLS ﬂ | Nutrition Discussion Group.
L
Appoi t Time Slot Templ,
Template Name Description Type Active
|/1SPRING SCHEDULE Time Slot Yes
/SUMMER HOURS Time Slot Yes
#{ SATURDAY Time Slot Yes
/THIGH RISK TIME OFF Time Slot Yes
<< < > >» Rowcount: [10[EY Showing 1-4 of 4

Step 3: Click Add to Add a New Template
Or Click Search to Search for Existing Templale,J\
-

[ Add | Seorch |
Maintain Templates: Hours of Operation Template

The Hours of Operation template is used to set the hours of operation outside of the
Clinic Default Settings.

For example, the clinic default hour settings for a WIC Clinic might be from 8:00 am to
5:00 pm everyday. If the clinic needed to stay open until 7:00 PM on a special day, an
Hours of Operation template could be set up to allow the after regular hours extension.

In the demonstration below, the WIC Clinic's normal hours of operation are from 7:00 AM
until 5:00 PM, Monday thru Friday. However, the staff must attend a mandatory training
the following Friday. The supervisor has decided to extend WIC clinic hours to 7 PM for
the prior Monday, Tuesday and Wednesday to make up for the Friday appointments
which have to be rescheduled.
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Clinic Default Settings - *Clinics
32 - CLINIC 32 ﬂ [ Go |

Default Hours m
Ope onda psd pdnesd T4 Fi d 5 da
7:00 AM 5:30 PM Efliu]

Closed Days m

o The Hours of Operation Template are for
Holiday Slosedieason \( sefting up hours which are outside of the normal
07/03/2014 QOTHER CLOSURE A default hours established in Clinic Default Settings.
s

07/04/2014 INDEPENDENCE DAY AW
05/26/2014 MEMORIAL DAY P w

The WIC calendar builder will use the Hours of Operation page under the Maintain Tem-
plates area to add a special Hours of Operation Template. An Appointment Time Slot
template will also need to be created to add appointment time slots during the newly
extended time. Both templates will need to be saved in the Clinic Scheduler Set Up.

1. In the Maintain Templates Page,select Hours of Operation.

2. Click the Search button to look for any pre-existing templates if needed.

3. Click the Add button to add a new Hours of Operation template. The Hours of Oper-
ation Template box opens.
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10 - PIMA COUNTY HEALTH DEPT / 03 - FLOWING WELLS
Home | Sys Admin | Ops Mgmt | WIC Services | CSFP Services Finance | Vendor | Program Integrity | Reports

Step 1: On the Maintain Templates Page,
choose the Hours

Appointment Time Slot

O Hours of Operation ® A;pnintment Time Slot @ Group Nutrition Discussion SO peldianiEa i Ae T
Template Name Clinic
| [o3-FLownG welts B
Appointment Time Slot Templates
i De e "
|.//SPRING SCHEDULE Time Slot Yes
#|SUMMER HOURS Time Slot Yes
|/ SATURDAY Time Slot Yes
#THIGH RISK TIME OFF Time Slot Yes
<< < = => Rowcount [[JEY Showing 14 of 4

Step 2: Click Search to
look up any pre existing
templates.

Step 3: Click Add to Add a new
Hours of Operation Template.

Add Search

4. Enter a template name in the Template name field
5. Choose the correct clinic from the drop down list.
6. Make sure the Active check box is checked.

7. Enter a comment or description if desired.

8. Click Add.
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10 - PIMA COUNTY HEALTH DEPT / 03 - FLOWING WELLS

Home | Sys Admin | Ops Mgmt | WIC Services | CSFP Services JCIXCUNINTM Finance | Vendor | Program Integrity | Reports

Back to List i \
Step 4. Enter Hours of Operation )
Template Name. I / Step 5: Make sure correct clinic is
Clinic Hours of OEET/'/ \ //l chosen from drop down list.
oy - A
*Template Name Clinic /
[PIMA CLINIC M-W SPECIAL HOURS |[03-FLowinG weLts B ‘
e Step 6: Make sure the Active
Description s
— . " | check blox is clicked.
This is a Special Hours of Operation Template. - L
o ] o Step 8 Click Add to add clinic._
Step 7: Adding a description is optional. hours to ~.
| -
. | the Hours of Operation | =
Clinic Hours m

No data to show

9. Select the start time and end time for the first Hours of Operation in the Clinic Open &
Close fields.

10. Click OK.
11. Click the Save button on the bottom right of the Hours of Operation Template page.

| Add | x|

O / Step 9: Add the Clinic Open

o P i L ’ and Close time. ”

|?:[]ﬂam | N

“Clinic Close Step 10:Click Ok.
|?:[]ﬂpm |

N, /
3

After saving, the Hours of Operation template will become available in the Clinic Sched-
uler Set Up Page.

To Change the Hours of Operation in the same template

1. Go to the Maintain Templates Page

2. Click the Hours of Operation Radio Button.

3. Click the Search button.

4. In the search results, click the Edit icon beside your chosen Hours of Operation
template.

5. In the Clinic Hours section, click the Edit Icon.

6. Select the start time for the new Hours of Operation in the Clinic Open
field.
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7. Select the end time for the new Hours of Operation in the Clinic Close
field.

8. Click OK.

9. Click Save.

To add additional Hours of Operation templates

1. Select the Scheduling menu.

2. Select Maintain Templates.

3. Select Hours of Operation.

4. Click the Search button to make sure you do not already have an appropriate tem-
plate.

5. Click Add.

6. Enter a new name for your template.

7. Select the time the clinic is going to open in the Clinic Open field

8. Select the time the clinic is going to close in the Clinic Close field

9. Click OK.

10. Click Save.

11. Continue with steps above for all of the templates you need for your clinic.

Maintain Templates: Appointment Time Slot Template

After the Clinic Hours of Operation has been set up, the user will add an Appointment
Time Slot Template to select what WIC services will be offered.

Each time slot will include:

Start Time

End Time

Services

Columns (Columns are displayed on the Appointment Scheduler for
clinic workers to schedule clients in. Scheduling. They were set up pre-
viously in Columns Base Table.

o ©° o O
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Creating the Appointment Time Slot Template

1. Under scheduling, click templates.

2. Select Appointment Time slot button.

3. Click the Search button to look up any pre-existing template.
4. Click Add to add a new Appointment Time Slot template.

10 - PIMA COUNTY HEALTH DEPT / 03 - FLOWING WELLS!

El
‘ Home ‘ Sys Admin ‘ Ops Mgmt ‘ WIC Services | CSFP Services JEISICHITNTTIV | Finance ‘ Vendor | Program Integrity | Reports

Appointment Time Slot
@ Hours of Operation

© Appointment Time Slot @ Group Nutrition Discussion

— -
Eﬁ——___________ﬁ Step 2: Choose the Appointment
Template Name Clinic Time Slaot template button.
| [o3-Frowmg wers [ \

Appoi Time Slot Templ

Template Name

Description

|#/SPRING SCHEDULE Time Slot Yes

#/SUMMER HOURS Time Slot Yes
|#/SATURDAY Time Slot Yes
#[HIGH RISK TIME OFF Time Slot Yes

<< < > >> Rowcount [RIE Showing 1-4 of 4

& =

Step 3: Click Search to
search for any pre
existing template.

- =
Step 4: Click Add to add a new \
Appointment Slot Template. J\

[ add | Search |

5. Enter a template name in the Template name field.

6. The appropriate Clinic Name should be in the Clinic field.
7. Make sure the Active check box is checked.

8. Enter a comment or a description if desired.

9. Click the Add button in the Time Slots section.
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10 - PIMA COUNTY HEALTH DEPT /03 - FLOWING WELL

Home | Sys Admin | Ops Mgmt | WIC Services | CSFP Services Finance | Vendor | Program Integrity | Reports

s ] f Step 4: Enter the Appointment
ep 4: Enter ppointmen . -y
: Time Slot Temnplate Name. Step 5: _Sg:lect the clinic from the
Appointment Time Slot - Day Template Clinic Drop Down list.
*Template Name Clinic
[PIMA COUNTY M-W TEMPLATE | [p3-FLowNG WELLS [ Step 6: Make sure the Active
D i s check box is checked.
escription
Special Monday thru Wed Template] -l
w Step 7. Enter a description if desired. ’ Step 8 Click Add.
o=
Time Slots m
Start Time End Time Services Columns
No data to show
Row count: [[I]E

10. Select the start time and end time for the Appointment Time slot you are setting up
11. Indicate the service(s) you want offered during this time slot in the Services

field.

12. Indicate which column(s) you want associated with the services in this

time slot in the Columns field and click the small x in the upper right hand

corner (note: pressing the Enter key will not work).

13. Be sure to account for break/lunch times when designating start/end times.

14. Click OK.

| Edit //CSiep 10. Enter start time] n|
% and end time. J

*Start Time

|T:l]ﬂam |

. Step 14
End Time Step 11. Select WIC Click OK.

|7-00pm | Clinic Services.

*Services

5 selected

*Columns

4 selected

\L Step 12: Select Columns
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10 - PIMA COUNTY HEALTH DEPT / 03 - FLOWING WELL:
| Home | Sys Admin | Ops Mgmt | WIC Services | CSFP Services | Finance ‘ Vendor | Program Integrity | Reporis

Back to List

Appointment Time Slot - Day Template
*“Template Name Clinic
[PIMA COUNTY M-W SPECIAL TEMPLATE | [03- FLOWING WELLS _ |&

Description
SPECIAL TEMPLATE FOR WEDNESDAY.

r’The Appointment Time Slot
template may be edited or
deleted using J\

= L the edit or delete icon.

Time Slots

Start Time End Time Services Columns

BF
BREAST PUMP ISSUANCE, CERTIFICATIONS FORMULA CHANGE HEALTH
7-00pm T COUNSELING,CERTIFICATIONS HIGH 57 7

RISK,NUTRITION DISCUSSION
Tow count: KIJER|

Showing 1-1 of 1

| Appointment Time Slot Entry.
\

O
\\ Step 15: Review the J

Step 16: Click the
Save button.

15. Review the listed columns and services.
16. Click the Save button.

Adding Special Appointment Time Slot Templates for Altering Individual Columns
and Services

Most WIC Clinics will list all available services and columns on a template and save that
template for future appointments. There may be occasions, however, that require a
change to only one column or service without having to change the entire schedule.

HANDS will allow the user to add a special template just for that service or column
change to an existing schedule.
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Forinstance, if a WIC employee who had been providing certification services in the
morning hours needs to switch to afternoons, a special template could be created and
applied to the current calendar to address that change in hours.

Any template may be used to create a new template. Just choose an existing template,
make the required changes and click the "Save As" button to Rename and save your
new template! This will save a new Template and not Override the Existing one.

Maintain Templates: Group Nutrition Discussion Template

The Nutrition Discussion Group templates will be used to define, plan and create Nutri-
tion Discussion groups for any given day. For example, if a WIC clinic has two Nutrition
Discussion Groups on a clinic day, one in the morning and one in the afternoon, two
Nutrition Discussion Group templates should be created and then saved in the Clinic
Scheduler Set Up Page.

Each group will include:
o Start Time
« End Time
o Group Name
« Listof Topics

Creating the Group Nutrition Discussion Template

1. On the Maintain Templates Page, choose the Group Nutrition Discussion button.
2. Click the Search button to look up any pre existing templates.
3. Click the Add button to add a new Group Nutrition Discussion Template.
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10 - PIMA COUNTY HEALTH DEPT / 03 - FLOWING WELLS!
I Home | Sys Admin | Ops Mgmt I WIC Services | CSFP Services | Finance } Vendor ! Program Integrity I [—

Group Nutrition Discussion

@ Hours of Operation @ Appointment Time Slot © Group Nutrition Discussion

Template Name Clinic

\ [o3-Frowmcwels [

Group Nutrition Discussion Templates

a De
|/TANTIOXIDANTS GROUP Group Yes
10 =

4. Enter a template name in the Template name field (i.e., for a typical Monday
Group Nutrition Discussion the template name might be Monday Group
Nutrition Discussion).

5. Make sure the Active check box is checked.

6. The appropriate Clinic Name should be in the Clinic field, if not, however,
but sure to indicate the correct clinic.

7. Enter a description if desired.

8. Click Add.
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10 - PIMA COUNTY HEALTH DEPT / 03 - FLOWING WELL
Home | Sys Admin | Ops Mgmt | WIC Services | CSFP Services Finance | Vendor | Program Integrity | Reports

Back to List

aroup - Day Template
*Template Name Clinic
[PIMA COUNTY GROUP NUTRITION DISCUSSI] [03 - FLOWING WELLS [

Description
THIS 1S A NUTRITION DISCUSSION TEMPLATE.

-

v ]

Start Time End Time Name Topics Limit
No data to show

9. Select the Start time when you want the group discussion to begin (you can
use the same shortcut as before to indicate that start time).

10. Select the End time when you want to group discussion to end (you can use
the same shortcut as before to indicate that end time).

11. Select the Name of the group discussion in the Name field.

12. Select group topic.

13. Enter the maximum number of people allowed to sign up for this discussion
in the Limit field.

14. Click OK.

| Add ]

*Start Time
|9:Dﬂam |

*End Time
|10:00am |

*Name
| BREASTFEEDING BASICS B3

Topics
*Limit
10|
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PT /03 - FLOWI

10 - PIMA COUNTY H
Scheduling

EALTH DEI ING WELLS
| Home ‘ Sys Admin | Ops Mgmt | WIC Services | CSFP Services -‘ Finance | Vendor | Program Integrity | Reports

Back to List

Group - Day Template

*Template Name

Clinic
[PIMA COUNTY NUTRITION DISCUSSION GROU (03 FLOWING WELLS |
Description

GROUP NUTRITION DISCUSSION EXAMPLE

Group

Start Time End Time ~ Name

Topics

. ’ BREASTFEEDING BREAST PUMP ISSUANCE AND INSTRUCTION BREASTFEEDING CHALLENGES AND
9:00 AM 10:00 AM BAS

Limit
y 10 i
Ics SOLUTIONS BREASTFEEDING: BENEFITS/ MYTHS

<< < 3 3m Raurcounl:

Showing 1-10f 1

Procedure 4: Clinic Scheduler Set Up

Clinic Scheduler Setup Using Templates

After the Default Clinic settings and templates have been entered, the user will need to
set up the scheduling calendar so that the appropriate columns and times are displayed

for making appointments. The scheduling calendar may be saved for only 1 day or for a
range of days.

If there are existing clinic hours, classes or scheduled appointments that will cause a
conflict with a new template being applied, HANDS will not save the new template and

will show a Conflict message box. This will be covered in more detail in the Scheduler
Set Up Conflicts section of this module.
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Clinic Scheduler Setup: Hours of Operation Template

1. Select the Scheduling menu.

2. Select Clinic Scheduler Setup.

3. Under Calendar Setup Options, in the Start Date field, enter the calendar Start Date.
4. In the End Date field, enter the calendar End Date.

5. Select the days of the week.

6. Only check the Overwrite Clinic Closed check box if you want the system to set up the
new template on days that the clinic is closed.

7. In the Clinic Selection list, choose the appropriate clinic.

8. Under Build Options, select the Hours of Operation Template from the Hours of Oper-
ation Template drop down field.

9. Click the Apply button located at the bottom right of the page.

10. Repeat steps 1 through 9 to apply other Hours of Operation templates.

11. Go On to Appointment Time slot Templates if applicable

Clinic Scheduler Setup -
Calendar Setup Options Build Options.
*Start Date Hours of Operation Template
4/9/2014 ‘CLINIC 32 M-W SPECIAL HOURS
*End Date Appointment Timeslot Templat Move
041872014 \ B B Appointments
. Automatically
Days
H Su + Mo  Tu + We HTh HFr H Sa Group Nutrition Discussion Templ n
W Overwrite Clinic Closed
Clinic Selection
‘Clinic(s) Block Options
20 - CLINIC 29 P (Columns to Block
30 - CLINIC 30 CNW1
31 - CLINIC 31 CNW2
32 - CLINIC 32 RD
33 - CLINIC 33 CNW44
34 - CLINIC 34 K CNW8
35 - CLINIC 35 H CNW7
36 - CLINIC 36 IBCLC
37 - CLINIC 37
38 - CLINIC 38
39 - CLINIC 39
40 - CLINIC 40 =
Apply Reset
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Clinic Scheduler Setup: Appointment Time Slot Template

1. Select the Scheduling menu.

2. Select Clinic Scheduler Setup.

3. Under Calendar Setup Options, in the Start Date field, enter the calendar Start Date.
4. In the End Date field, enter the calendar End Date.

5. Select the days of the week.

6. Check the Overwrite Clinic Closed check box if you want the system to set up the new
template on days that the clinic is closed.

7. Click the Move Appointments Automatically check box if there are any existing con-
flicts with currently scheduled appointments. HANDS will move the appointments auto-
matically.

8. In the Clinic Selection list, choose the appropriate clinic.

9. Under Build Options, in the Appointment Time slot Template field, select one

of the Appointment Time slot Templates you created earlier.

10. Click Apply.

11. Repeat steps 1 through 9 to apply other Appointment Time slot templates.

Clinic Scheduler Setup hd
Calendar Setup Options Build Options
*Start Date Hours of Operation Template
4972014 [
*End Date Appointment Timeslot Template Move
04/18/2014 LINIC 32 FRIDAY PG 18 2 CERTS ~ B Appointments
| Automatically |
Days
H Su « Mo + Tu v We W Th HFr M Sa Group Nutrition Discussion Template
M Overwrite Clinic Closed
Clinic Selection
*Clinic(s) Block Options
26 - CLINIC 26 - (Columns to Block
27 - CLINIC 27 CNW1
28 - CLINIC 28 CNW2
29 - CLINIC 29 RD
30 - CLINIC 30 | CNW44
31 - CLINIC 31 ‘ ‘ CNW3
32 - CLINIC 32 o CNW7
33 - CLINIC 33 IBCLC
34 - CLINIC 34
35 - CLINIC 35
36 - CLINIC 36
37 - CLINIC 37 52
Apply Reset
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Clinic Scheduler Setup: Group Nutrition Discussion Template

1. Select the Scheduling menu.

2. Select Clinic Scheduler Setup.

3. Under Calendar Setup Options, in the Start Date field, enter the date on
which you want this calendar to begin.

4. In the End Date field, enter the date on which you want this calendar to end.
5. Select the days of the week for which you are setting up this calendar.

6. Check the Overwrite Clinic Closed check box if you want the system to keep
appointments scheduled even on days that the clinic is closed.

7. In the Clinic Selection section, select the appropriate clinic.

8. Under Build Options, in the Group Nutrition Discussion Template field,
select one of the Group Nutrition Discussion Templates you created earlier.

9. Click Apply.

10. Repeat steps 1 through 9 to apply other Group Nutrition Discussion templates.

Clinic Scheduler Setup

Calendar Setup Options Build Options

*Start Date Hours of Operation Template

| H

*End Date Appoi Timeslot Temp

06/30/2014 | ﬂ

| ‘

Move
B Appointments
Auto tically

Days
W Su H Mo HTu e Th Fr Group Nutrition Discussion Template

p
PIMA COUNTY NUTRITION DISCUSSION GROUP WED A

W Overwrite Clinic Closed

Clinic Selection

*Clinic(s) Block Options

- THERESA LEE WIC (CLOSED) - Columns to Block

| | |
=
|
<
||
4

HIGH RISK
04 - CENTRO DEL SUR L NUT. DISCUSSION
05 - EAST OFFICE WIC 3 BF COUNSELING
07 - TUSD TEEN PARENTING PROGRAM CERTIFICATIONS
09 - HIGHWAY DRIVE WIC (CLOSED) N NUTRITION DISCUSSION

11 - ARCHER WIC (CLOSED)

12 - CONTINENTAL WIC

13 - QUINCIE DOUGLAS WIC (CLOSED})

14 - LIBERTY WIC (CLOSED)

15 - ABRAMS WIC AND FOOD PLUS OFFICE

17 - TUCSON UNIFIED SCHOOL DIST WIC (CLOSED) -

Temp1
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WIC Appointments and Nutrition Discussion Groups are now available for scheduling
clients.

a.p s

Home | Sys Admin | Ops Mgmt | WIC Services | CSFP Services BIELITINGE Finance | Vendor | Program Integrity | Reports

)
03 - FLOWING WELL S + Show Groups Filter Options Iz‘
o May 2014 P May 2014 L Time  Group1 _HIGH RISK _CERTIFICATIONS NUT. DISCUS3a
Su Mo Tu We Th Fr Sa E:00 AM
1 2 15
5| 6 T 8 n 30 F
12 13 14 15 16
45
19 20 21 22 23 .
26| 27 28 29 30 Frlday 9:00 AM [9:00 AM
BREASTFEEDING
Scheduled Appointments 15 GEECS
FOOD SAFETY 5/9/2014 20
1:30 PM ta 2:30 PM (60 Mins)
Enrolled 0 (max 20) 45
No Clients have been scheduled for this Group
@ 10:00 AM
15
BREASTFEEDING BASICS 519/2014 =
9:00 AM to 10:00 AM (60 Mins) 20
Enrolled 0 (max 10)
No Clients have been scheduled for this Group 9
g 11:00 AM
15
20
45
12:00 PM
15 L=
30/
45
1:00 PM
15
20/1:30 PM
FOOD SAFETY
45
Z:00 PM
15
£
4 | 1M 2

Clinic Schedule Set Up: Appointment Column Blocking

HANDS allows the blocking of specified appointment columns on the schedule. This
assures that a specific column of services or appointments may be closed or blocked
without having to alter or change the other appointments or columns on the schedule.

The schedule below shows that appointments are open for the entire day and for all WIC

clinic staff listed.
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The WIC Nutritionist needs to reschedule for another day. Luckily, there are no appoint-
ments scheduled, and the high risk appointment column may be easily blocked.

10 - PIMA COUNTY HEALTH DEPT / 03 - FLOWING WELLS|
| Home | Sys Admin | Ops Mgmi ‘ WIC Services | CSFP Services I8 EHITITT] | Finance | Vendor | Program Integrity ‘ Reports

03 - FLOWING WELLS + Show Groups Filter Options [ =]

HIGH RISK CERTIFICATIONS NUT. DISCUSSION Temp1 NUTRITION DISCUSSION  BF COUNSELING [isd

= Q“ The Nutritionist will need to reschedule for this day,
b sothe High Risk column from 8 AM - 4 PM will need
to be blocked so that no appointments are scheduled.

m

10:00 AM

15

To Block an individual appointment column.

1. In the Scheduling Module menu, select Clinic Scheduler Setup.

2. Under Calendar Options, enter the Start Date and End Date of the day(s) you
want to block.

3. In the Clinic Selection section, select the appropriate clinic.

4. Under Build Options, in the Block Options section, select the columns you
wish to block.

5. Click Apply.

6. Repeat steps 1 through 6 to add any additional blocks.

HANDS WIC Clinic Admin User Training Manual
48



SWHITE [ ]

WE s Home | Sys Admin | Ops Mgmt | WIC Services
Clinic Scheduler Setup -

10 - PIMA COUNTY HEALTH DEPT / 03 - FLOWING WELLS!
CSFP Services Finance | Vendor | Program Integrity | Reporis

Step 1. Go to Clinic Scheduler Setup.

Calendar Setup Options tuild Options

“Start Date

05/09/2014

Step 2. Enter the start date

Hours of Operation Template
and end date of the schedule day (s).

*End Date Appoi Timeslot Template Move
| m  Appolniments
Automatically
Days
Group Nutrition Discussion Templ. n
Step 3: Choose Day(s) of the Week you
wish to block if blocking a range of days. /r
Clinic Selection Step 5: Choose column to block. i
Clinic(s) Block Options
01- THERESA LEE WIC (CLOSED) ~| | [Columns to Block

03 - FLOWING WELLS

HIGH RISK
NUT. DISCUSSION
BF COUNSELING

=
w
\
Z]
=
o
il
J
o]
m
o
m

CERTIFICATIONS

09 - HIGHWAY DRIVEWIC (CLOSED) NUTRITION DISCUSSION
11 - ARCHER WIC (CLGSED) Temp1

12 - CONTINENTAL Wi

13 - QUINCIE DOUGLAS \WIC (CLOSED)

14 - LIBERTY WIC (CLOSED)

15 - ABRAMS WIC AND FOWD PLUS OFFICE

17 - TUCSON UNIFIED SCH'OL DIST WIC (CLOSED) <

4. Make sure the correct clinic is highlighted. You can choose
multiple clinics at the same time by holding down the CTRL- key
and clicking the clinic names to highlight.

Step 6: Click Apply.

Apply Reset

If there is an appointment scheduled in the column to be blocked, HANDS will let you
know by displaying the Block Conflicts box.

You may continue with the block or reschedule the appointments and then attempt to
block again.

‘ Block Conflicts

Clinic: 03 - FLOWING WELLS
HIGH RISK

Conflict Type Conflict Details

Reason
Appointment 5/9/2014 9:00 AM - 9:30 AM HIGH RISK HIGH RISK COUNSELING Schedule Conflict

= Coninue Block ] Print ] OK
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The Nutritionist Column is now blocked.

10 - PIMA COUNTY HEALTH DEPT / 03 - FLOWING WELLS
Home | Sys Admin | Ops Mgmt | WIC Services | CSFP Services Finance | Vendor | Program Integrity | Reports

Appt Scheduler 03 - FLOWING WELLS W Show Groups Filter Options[~]
*  Time CERTIFICATIONS NUT. DISCUSSION Temp1 NUTRITION DISCUSSION BF COUNSELING HIGH RISK

8:00 AM

30

m

9:00 AM 9:00 AM
TESTER, MARIE C

16

30

45

10:00 AM

156

30

45

11:00 AM

15

30

45

12:00 PM

15

30

45

1:00 PM

30

45

Blocking Tip: If the user wishes to add a new template with fewer columns than the ori-
ginal template, the user must block the non-applicable columns. A user can "unblock"
the columns by reapplying the original template (or new template with the same
columns).
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Scheduler Building Conflicts

Whenever a schedule is changed or altered in HANDS Scheduler, a schedule conflict
may occur when there are existing appointments or conflicting clinic hours. HANDS will
let the user know there is a conflict by displaying the Build Conflicts box and the conflict
reason.

Outside Hours Conflict

When an "Hours of Operation" template is added, HANDS checks if the new template
hours are in conflict with any appointments and/or classes which may be on the sched-
ule. If a conflictis found, HANDS will display an "Outside Hours Conflict' message.

Service Type Mismatch

If a new appointment time slot template hours column is shortened or services are
removed, HANDS checks for conflicts and will show a conflict message of Service Type
Mismatch for a removed service. HANDS will also show a conflict of "Outside Hours Con-
flict" for shortened column hours.

Schedule Conflict

If a schedule column is blocked, HANDS will validate if the columns to be blocked have
any Appointments scheduled and will show a conflict of "Schedule Conflict”

Hours of Operation Template Conflict

In the screen shot below, this Hours of Operation template is about to applied for the
September 1st schedule. It shortens the clinic hours from 7 pm to 2 pm. However, there
is an appointment scheduled at 6 pm.
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inic Scheduler Setup -
Calendar Setup Options Build Options

*Start Date Hours of Operation Template

09/01/2014 ‘CLINIC 32 SHORTENED HOURS n
*End Date Appoit Timeslot Template Move

09/01/2014 [ B M Appointments

Automatically
Days

H Su v M e T Fr Group Nutrition Di ion Template

M Overwrite Clinic Closed

Clinic Selection

Block Options.

- (Columns to Block
CNW1

RD

CNW7
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00000
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o005 0
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30 - CLINIC 30 E
31 - CLINIC 31

33-CLINIC 33
34 - CLINIC 34
35 - CLINIC 35
36 - CLINIC 36 =

Apply Reset

Whenever there is an appointment conflict with the newly applied hours, HANDS will let
the user know by displaying the Build Conflicts Dialog box.

‘ Build Conflicts u|

Clinic: 32 - CLINIC 32
CLINIC 32 SHORTENED HOURS - Hours of Operation Template

Conflict Type Conflict Details Reason
Appointment 9/1/2014 6:00 PM - 6:30 PM CNW1 BREASTFEEDING DISCUSSION  Outside Hours Conflict

I KR
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Scenario 1: Appointment Time Slot Template Conflict

When a new Appointment Time Slot template conflicts with the appointment times of the
current schedule, a similar Build Conflict Dialog Box appears with the Outside Hours
Conflict.

In this case, the new Appointment Time Slot template has a later starting time than the
current template. There is appointment scheduled for 8 AM on the current template that
conflicts with the starting time of the new template.

| Build Conflicts a|
Clinic: 32 - CLINIC 32
CLINIC 32 SATURDAY MORNING CLINIC - Appointment Timeslot Template
Conflict Type Conflict Details
Appointment 9/1/2014 8:00 AM - 8:30 AM RD NUTRITION DISCUSSION QOutside Hours Conflict
[ ok |
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Scenario 2: Appointment Time Slot Template Conflict

When a new Appointment Time Slot template is being applied which has different hours
than the Hours of Operation template a conflict message will appear. The Hours of Oper-
ation template ends at 5:30 PM, whereas the new Appointment Time Slot Template has

a conflicting ending time of 7:00 PM.

A new Appointment Time Slot template must match the start and ending times of the
Hours of Operation or Default Clinic Hours, if no Hours of Operation template is applied.

Build Conflicts [ |
Clinic: 32 - CLINIC 32

CLINIC 32 FRIDAY PG 1 & 2 CERTS - Appointment Timeslot Template

Conflict Type Conflict Details Reason
Hours of Operation 9/2/2014 5:30 PM - 7:00 PM Qutside Hours Conflict

Nutrition Group Discussion Template Conflict

This conflict occurs when the user attempts to save a Nutrition Discussion Group tem-
plate which is scheduled outside of the clinic hours of operation. The current hours of
operation has an ending time of 2 pm, where as the new Group Nutrition Discussion tem-
plate is scheduled for 6:30 to 7 pm.
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‘ Build Conflicts

Clinic: 32 - CLINIC 32
LATE NUTRITION DISCUSSION - Group Nutrition Discussion Template

Conflict Type

Hours of Operation

Conflict Details Reason

9/2/2014 6:30 PM - 7:00 PM Outside Hours Conflict

P 1 Ok |

Blocking Columns Conflict

When a user on the Clinic Schedule Set Up page tries to block out a column that cur-
rently has appointments scheduled in it, the Block Conflicts Dialog Box will appear and
let the user know there is a Schedule Conflict. The User has a choice to Cancel or
Continue with the Block.

‘ Block Conflicts

Clinic: 32 - CLINIC 32
CNw2

Conflict Type

Appointment
Appointment
Appointment

Appointment

Conflict Details

9/2/2014 8:00 AM - 8:30 AM CNW2 HEALTH CHECK Schedule Conflict
9/2/2014 8:00 AM - 8:30 AM CNW2 HEALTH CHECK Schedule Conflict
9/2/2014 10:00 AM - 10:30 AM CNW2 FORMULA CHANGE Schedule Conflict

9/2/2014 1:00 PM - 1:30 PM CNW2 BREASTFEEDING DISCUSSION  Schedule Conflict

= Coninue block ] _Print 10K |
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Block Conflicts B

Clinic: 32 - CLINIC 32

CNW1

Conflict Type Conflict Details

Appointment 9/1/2014 10:00 AM - 10:30 AM CNW1 FORMULA CHANGE Schedule Conflict
Appointment 9/1/2014 8:00 AM - 8:30 AM CNW1 HEALTH CHECK Schedule Conflict
Appointment 9/1/2014 6:00 PM - 6:30 PM CNW1 BREASTFEEDING DISCUSSION  Schedule Conflict

= Continue Block ] _Piint ] OK |

Conflict Resolution: Moving Existing Appointments

When appointments exist in a current schedule, there will be a conflict if a user attempts
to save a new template column with appointments currently scheduled outside of the
assigned column hours.

HANDS will help the user to apply the desired template by moving the existing appoint-
ments over to another time slot which does not conflict with the new time or services.

For example, if a Nutrition Ed Specialist (NES) or Community Nutrition Worker (CNW)
needs to come in later on a clinic day, a new template with the shorter hours may be
applied on the designated schedule, and all related appointments moved to another
available appointment time slot

For this example, there is an appointment at 8 AM scheduled on September 2nd for this
employee or CNW?7. In order to add a new template with the CNW7's new starting hours
of 10 AM, this appointment will need to be moved to a later time slot or it may be res-
cheduled by hand by the staff member for another day.
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» Time CNW1 CNW2 RD CNWT IBCLC NUTRITIONIST CNW44
7:00 AM

15

30

45

£:00 AM{8:00 AM
RIFLEY, DEIDRA
15
30

45

9:00 AM

15

30

45

10:00 AM 10:00 AM
158
30

45

11:00 AM[11:00 AM
RIFLEY, DEIDRA
15

A special Appointment Time slot Template was created on the Maintain Templates
Pages by the calendar builder. The new template will need to be applied to Clinic Sched-
uler by the calendar builder in order to change the column's hours. In this case, the
employee needs to start at 10:00 AM while there is an appointment scheduled at 8 AM.

To access the Move Appointments Automatically functionality

1. Go to Clinic Scheduler Set Up.

2. Choose the Start Date and End Date of the schedule you wish to add your special tem-
plate.

3. Select the new updated template you want to add.

4. Click the Move Appointments Automatically check box.

5. Make sure you are in the correct clinic.

6. Click the Apply button.
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Family Information
Calendar Setup Options Build Options

Hours of Operation Template

¥ ¥
il [g)g
= 2
o =)
&
R
4

09/0212014 |
Appoi Timeslot Templ Move
|CNW1 SATURDAY TEMPLATE ﬂ v Appointments
Automatically
Days
H Su v Mo v We L F Group Nutrition Discussion Temp

M Overwrite Clinic Closed

Clinic Selection

*Clinic(s) Block Options

<
g
H
<
<
]
g

01- CLINIC 01 - Columns to Block
02 - CLINIC 02 E| CNW1

03 - CLINIC 03 CNW2

04 - CLINIC 04 RD

05 - CLINIC 05 CNw44

06 - CLINIC 06 CNWT

07 - CLINIC 07 IBCLC

08 - CLINIC 08 NUTRITIONIST
09 - CLINIC 09

10 - CLINIC 10

11 - CLINIC 11

12 - CLINIC 12 -

Apply Reset

7. The Move Appointments Confirmation Dialog Box will appear.
8. Click the "Yes" button to allow HANDS to automatically move the appointment to
another time slot.

‘ Move Appointments Confirmation n |

Clinic: 32 - CLINIC 32
CNW1 SATURDAY TEMPLATE - Appointment Timeslot Template

Conflict Type Client Name Conflict Details Reason :::EOI L

. 9/2/2014 8:00 AM - 8:30 AM CNW1 . "
Appointment FOSTER, BOY HEALTH CHECK QOutside Hours Conflict NUTRITIONIST

o] Mo Contics |

9. Go to the Scheduling Appointments page to make sure the appointment was moved.
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M Show Groups Filter Options || _ Reset

CNWT IBCLC NUTRITIONIST CNW44

The Move Appointments Confirmation Dialog Box will open if you take out services
within a column and there are appointments scheduled for those same services.

In this example, the CNW1 column will need the certifications service removed. A spe-
cial Appointment Time slot Template will be created for this column in Maintain Tem-
plates and then added to the schedule calendar. However, there are three certifications
scheduled within the column.
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W Show Groups Filter Options |Z|

NUTRITIONIST

8:00 AM 8:00 AM
RIPLEY, DEIDRA
i —-—

E @:30 AM
45
9:00 AM 9:00 AM :00 AM
, DEIDRA . SALLIEA
15

[ S—

m

11:00 AM 11:00 AM
%, DEIDRA J
15

20

If there are other columns available which provide the required service HANDS will auto-
matically move the existing appointment to another open time slot within the alternate
column.

To Move Appointments for A Change in a Schedule Service Column

1. Go to Clinic Scheduler Set Up.

2. Choose the Start Date and End Date of the schedule you wish to add your special tem-
plate.

3. Select which appointment time slot template you are applying.

4. Click the Move Appointments Automatically Check box.

5. Make sure you are in the correct clinic.

6. Click the Apply button
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Clinic Scheduler Setup
Calendar Setup Options Build Options

" .

g'l w

2 &

a

o o

-

IEP Is‘l
4

Hours of Operation Template
09/03/2014 | B
Appointment Timeslot Templat Move
09/03/2014 |CNWI SERVICES CHANGE TEMPL‘ +  Appointments
Automatically
Days
M Su + Mo v Tu « We +Th v Fr M Sa Group Nutrition Discussion Template ﬂ
W Overwrite Clinic Closed
Clinic Selection
*Clinic(s) Block Options
27 - CLINIC 27 o Columns to Block
28 - CLINIC 28 CNW1
29 - CLINIC 29 RD
30 - CLINIC 30 CNW7
31- CLINIC 31 NUTRITIONIST
32 - CLINIC 32 E|
33 - CLINIC 33
34 - CLINIC 34
35- CLINIC 35
36 - CLINIC 36
37 - CLINIC 37
38 - CLINIC 38 v,
. Apply | Reset |

7. The Move Appointments Confirmation Dialog Box will appear.
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‘ Move Appointments Confirmation n ‘

Clinic: 32 - CLINIC 32

CNW1 SERVICES CHANGE TEMPLATE - Appointment Timeslot Template

New
Conflict Type Client Name Conflict Details Reason Column
Name

9/3/2014 9:00 AM - 9:30 AM CNW1
CERTIFICATIONS

. 9/3/2014 8:00 AM - 8:30 AM CNW1 . .
Appointment BABY, GREAT G FORMULA CHANGE Service Type Mismatch RD

Appointment FOSTER, OLDER B Service Type Mismatch RD

9/3/2014 8:00 AM - 8:30 AM CNW1

Appointment BABY, GREAT G FORMULA CHANGE Service Type Mismatch RD
. 9/3/2014 11:00 AM - 11:30 AM CNW1 . .

Appointment FOSTER, KID B CERTIFICATIONS Service Type Mismatch RD
. 9/3/2014 9:30 AM - 10:00 AM CNWA1 : "

Appointment RIPLEY, DEIDRA F CERTIFICATIONS Service Type Mismatch RD

e T ho ] Contes |

8. Click the "Yes" button to allow HANDS to automatically move the appointment to
another available services column & time slot.

9. Notice the Reason is Service Type Mismatch.

10. Click the "Yes" button to move the appointments.

11. Go to the Schedule Appointments Page to make sure the appointments were moved.

' Time CNW1 RD CNWT NUTRITIONIST
7:00 AM

15

30

45

8:00 AM B:00 AM
RIPLEY, DEIDRA
15 .
30 8:30 AM
45

9:00 AM 9:00 AM

30

45

10:00 AM

30

45

11:00 AM 1:00 AM
, DEIDRA
15

30

45
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Module 2: Operations Management
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Operations Management Features

Operations Management:lssue Serial Numbers

From the home page in HANDS click on Ops Mgmt on the main menu bar. Click on the
navigation drop down list to view the different pages within Ops Management.

00 - BUREAU OF NUTRITION AND PHY AL A VITY /00 - A ~
CSFP Services | Scheduling | Farmers® Market | Finance | Vendor | Program Integrity | Reports

Sys Admin RelIAGNIE WIC Services

Siatiatha,
‘BegDs
Clear Base Table Cache

Page name: |Enter keywords
[+]

Ops Management
Issue Serial Numbers
Organizational Units
Qutreach Organizations
Quireach Events

Labels

Time Study Entry

User Administration

Reports

Time Study

Time Study Exception

1. Select Issue Serial Numbers from the drop down list. The Issue Serial Numbers
search page displays.
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00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS]
Home | Sys Admin m WIC Services | CSFP Services | Scheduling | Finance | Vendor | Program Integrity

Issue Serial Numbers

*Local Agency *Clinic

Issue Serial Numbers

Clinic Name Number of Serial Numbers Starting FI Number Ending FI Number Last Printed FI

No data to show

Row count:

[ Soarch | hd |

2. Select a local agency and a clinic from the drop down lists and click the Search but-
ton.

3. The page will display the Fl information assigned to the selected clinic including: Num-
ber of Serial Numbers, Starting FI Number, Ending FI Number, and Last Printed FI.
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00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS]
Home ‘ Sys Admin m| WIC Services | CSFP Services | Scheduling | Finance | Vendor ‘ Program Integrity

Clear Base Table Cache

*Local Agency *Clinic
‘[]2 - COCHISE COUNTY HEALTH DEPARTMENT - |l]2 - BISBEE WIC '

Issue Serial Numbers

Clinic Name Number of Serial Numbers Starting Fl Number Ending Fl Number Last Printed FI
02 - BISBEE WIC 004000 0065432469 0065436468 0065432468
02 - BISBEE WIC 0012000 0065420469 0065432468 0065420463
02 - BISBEE WIC 004000 0065416469 0065420468 0065416463
02 - BISBEE WIC 0000004000 0063980366 0063984366 0063983186
02 - BISBEE WIC 0000004000 0060916145 0060920145 0060920145
02 - BISBEE WIC 0000004000 0058063934 0058067934 0058067934
02 - BISBEE WIC 0000004000 0054971704 0054975704 0054975704
02 - BISBEE WIC 0000004000 0052167496 0052171496 0052171496
02 - BISBEE WIC 0000004000 0049567303 0049571303 0049571303
02 - BISBEE WIC 0000004000 0046547082 0046551082 0046551082

<< < = >> Rowcount: [[]E3 Showing 1-10 of 29

4. If you want to assign FI Serial Numbers to a clinic, click the Add button. The Add page
will display, user will need to do this for all new clinics. When a clinics allotment of FlI's
gets to be 10% or lower the End of Day process (EOD) will automatically allocate more
Fl's for the clinic.

00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY / 00 - ALL CLINICS|
Home | Sys Admin | WIC Services | CSFP Services | Scheduling | fo— | Vendor | Program Integrity

YD
Back to List

*Local Agency *Clinic
*Number of Serial Numbers Starting Fl Number Ending FI Number Last Printed FI

HANDS WIC Clinic Admin User Training Manual
66



5. Once you have selected a Local Agency and Clinic from the drop-down lists, the rest
of the fields on the page are automatically populated. User is able to edit the Number of
Serial Numbers field.

00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS]

‘ Home ‘ Sys Admin m| WIC Services | CSFP Services | Scheduling | Finance | Vendor ‘ Program Integrity

Back to List

*Local Agency *Clinic
‘[]2 - COCHISE COUNTY HEALTH DEPARTMENT ! 02 - BISBEE WI(] !
*Number of Serial Numbers. Starting FI Number Ending Fl Number Last Printed FI

4000

[ issue | Reset |
6. Click the Issue button at the bottom of the page to save the information.

7. Click Reset to go back to the Search page.
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Operations Management:Organizational Units

The Organizational Units page is where you can add the clinics and agencies to your
HANDS database as well as add the services offered. This page is also where you
would edit agency or clinic information. You can also print out the Civil Rights Complaint
form from the Organizational Unit page.

1. From the drop down navigation list select Organizational Units. The Organizational
Units search page displays.

00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS]
| Home | sys aamin [JRSTERS| WIC Services | CSFP Services | Scheduling | Finance | Vendor | Program ntegrity

Organizational Units

OACTIVE | @ALL

‘Organizational Code |Name | ‘Organizational Level

gll)?;nizaﬁonal Name Organizational Level Active Start Date End Date
00 |#/{BUREAU QF NUTRITION AND PHYSICAL ACTIVITY STATEAGY 01/01/1990 01/01/2030
00 /TEST1 LOCALAGY 02/05/2014

01 \#TAPACHE COUNTY HEALTH DEPT LOCALAGY 01/01/1990 01/01/2030
01 #{CLIFTON WIC CLINIC 01/01/1990 01/01/2030
01 /' DOUGLAS HEALTH CLINIC 01/01/1990 01/01/2030
01 .~/ DOWNTOWN CLINIC 01/01/1990 01/01/2030
01 #/EL RIQ WIC (EL RIQ HEALTH CENTER) CLINIC 01/01/1990 01/01/2030
01 #/FT YUMA INDIAN HOSPITAL WIC CLINIC 01/01/1990

01 #IGLOBE WIC CLINIC 01/01/1990 01/01/2030
01 #1JON'S BAR CLINIC 02/04/2014 02/04/2020

<< < » »» Rowcount: [EJE Showing 1-10 of 430

[ Ada | Search | New Search

Edit an Organization

1. Enter the search criteria for the organization you want to edit. Click the Search button
at the bottom of the page.

2. Select the organization by clicking on the Name field.

3. The Organizational Unit page displays with the organization information.
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00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY / 00 - ALL CLINICS
Services | CSFP Services | Scheduling | Finance | Vendor | Program Integrity

Back to List

Home | Sys Admin WIC

*Organi: | Code *Name *Or | Level *Or | Size
01 | [APACHE COUNTY HEALTH DEPT | [Localacy B3 [smaLL | - |
“Parent Org. Code “Start Date End Date

00 - BUREAU OF NUTRITION AND P4 01/01/1990 | [o1/0172030 |

FNS Identifier *Elevation WIC Office Space - Square Footage Measuring Unit Food Pattern Prefix
| I T - |
“Address 1 Email Address Contact Info.
PO BOX 697 ‘ ‘RAGUERO@CO APACHE AZ US Staff Member
[casTILLO LEE,
Address 2 Comment

“City, State, ZIP Code, and County (928) 333-2415 WP : WORK PHONE

SAINT JOHNS, AZ 85936 APACHE

~| ||(928) 3323 FAX : FAX
Operating Characteristics
W WIC Clinic W CSFP Clinic W CSFP Distribution Site W Farmers’ Market
Appointment Interval  *Cross Streets N

NiA |

15

*Serviced ZIP Codes

Program and Qutreach Organizations
00000 -

Organizational Unit Phones

Phone Program Comment

WICIWIC [ @
C&FPINSF i
Print Civil Rights Complaint Form | Save | Reset |

4. Add/edit the information on the page and click Save.

5. Click Reset to remove any changes to the page before Save is clicked.
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Add an Organizational Unit

1. From the drop down navigation list select Organizational Units. The Organizational
Units search page displays.

2. Click the Add button at the bottom of the page. The new Organizational Unit page is
displayed.

00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY / 00 - ALL CLINICS]|

‘ Home | YTl Ops Mgmt | WIC Services | CSFP Services | Scheduling | Finance | Vendor | Program Integrity

Back to List
*Organizational Code *Name *Organizational Level *Organizational Size
\ | | [LocaLacy EJ LarGE - |
“Parent Org. Code “Start Date End Date
| B | | |
FNS Identifier “Elevation WIC Office Space - Square Footage Measuring Unit Food Pattern Prefix
\ | | B |
*Address 1 Email Address Contact Info.
‘ ‘ ‘ ‘ Staff Member
Address 2 Comment ‘ ‘
‘ ‘ i Number Ext. Type
*City, State, ZIP Code, and County Neo data to show
Operating Characteristics
M Print Appointment Notices M Print Appointment Labels C

W WIC Clinic W CSFP Clinic W CSFP Distribution Site W Farmers' Market

Appointment Interval *Cross Streets

[Nia |
Organizational Unit Phones m Program and Outreach Organizations *Serviced ZIP Codes
Phone Phone o Program Comment
Type Number Ext. Priority

No data to show
No data to show

Print Civil Rights Complaint Form mm

3. Enter all required fields and any other fields to complete the adding of the organ-
izational unit. The phone numbers for the entered staff member are populated based on
phone numbers entered for the staff member on the User Admin page.

4. The Organizational Size field options are based off of how many Fl's an organ-
izational unit prints per month.

« Small =4,000 FlI's in a month

e Medium = 12,000 Fl's in a month

« Large =24,000 Fl's in a month

5. The Serviced ZIP Codes field is required to save a new Organization. Click on the
drop down list to select which zip codes this organization will serve.
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00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS]

Home | Sys Admin WIC Services | CSFP Services | Scheduling | Finance | Vendor | Program Integrity

Back to List

“Organizational Code  "Name *Organizational Level *Organizational Size

[33 | [TESTING ORGS | [eunic B [meEDIUM - |

“Parent Org. Code *Start Date End Date

[02 - COCHISE COUNTY HEALTH DEEY (0410112014 | |

FNS Identifier *Elevation WIC Office Space - Square Footage Measuring Unit Food Pattern Prefix
4000 to 4999 feet |4 [1 \

*Address 1 Email Address Contact Info.

[1234 MAIN STREET | | Staff Member

Address 2 Comment

*City, State, ZIP Code, and County
|BISBEE, AZ 85603 COCHISE |

No data to show

Operating Characteristics
M Print Appointment Notices M Print Appointment Labels G

W WIC Clinic W CSFP Clinic W CS5FP Distribution Site W Farmers® Market

Appointment Interval  *Cross Streets il
15 NIA |

Organizational Unit Phones m Program and Outreach Organizations m *Serviced ZIP Codes
00000 -

Program Comment

+ Checkall ¥ Uncheck all
No data to show

: El 00000 i

[T 05468

No data to show

m s

[T] 10005
[T1 10007
[T1 19087
[T] 19809

[_Print Civi Rights Complaint Form | _Save ]| Reset |
5. You can click Reset to clear the page and re-enter the organization information.

6. Click Save to save the organization information.

7. Click Print Civil Rights Complaint Form to Print Form.
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Operations Management:Outreach Organizations
The Referrals for the User to assign to a Client on the Care Plan: Referrals page are
maintained through the use of the Outreach Organizations page.

1. From the drop down navigation list select Outreach Organizations. The Outreach
Organizations search page displays.

DY [ 1 00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS
3*""'9 5. ‘ Home | Sys Admin ‘ WIC Services | CSFP Services ‘ Scheduling | Farmers' Market ‘ Finance ‘ Vendor | Program Integrity | Reports
| Qutreach Organizations -

Qutreach Organizations
Local Agency Name

/| GILA COUNTY EXTENSION

/| ARIZONA LEGISLATIVE HOTLINE
| DES ADVOCACY PHOENIX

/| DYSLEXIA HOTLINE

/| GIRL SCOUTS

//HEARING COMMUNICATIONS
./|LEGAL AID HOTLINE

./IMISSING CHILDEN HOTLINE

/| NATIONAL CHILD ABUSE HOTLINE
/I NATIONAL HISPANIC PRENATAL

%< = » »» Rowcouni: gliR¥ Showing 1-10 of 1827

Capture screenshot. Add Search | New Search

Edit an Outreach Organization

1. Enter the search criteria for the Outreach Organization you want to edit. Click the
Search button at the bottom of the page.

2. Select the Outreach Organization by clicking on the Name field.

3. The Outreach Organization page displays with the Outreach Organization information.
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00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS

Back to List

Home | Sys Admin WIC Services | CSFP Services | Scheduling | Farmers' Market | Finance | Vendor | Program Integrity | Reporis

Outreach / Referral Organization
QOutreach / Referral Org. ID *Name

1103 GIRL SCOUTS

*Qutreach / Referral Org. Type

OTHER

“Address 1

UNKNOWN

Address 2

| | Smoking Referral Org.

Local Agencies

No data to show

“City, County, State, and ZIP

PHOENIX, AZ 85007 MARICOPA

Programs

P4 No data to show
Phones
Phone Number Phone Type
No data to show

Contact Information

*Last Name *First Name M1

*Title Email

[STAFF MEMBER B | |
Cc

4. Add/edit the information on the page and click Save.

5. Click Reset to remove any changes to the page before Save is clicked.
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Add an Outreach Organization

1. From the drop down navigation list select Outreach Organizations. The Outreach
Organizations search page displays.

2. Click the Add button at the bottom of the page. The Outreach Organization page is dis-
played.

VITY /00 - Al N

| Program Integrity | Reports

Back to List

Outreach / Referral Organization
Outreach / Referral Org. ID “Name
0 \ |

*Outreach / Referral Org. Type

ﬂ |} Smoking Referral Org.

*Address 1

‘ Local Agencies m
Address 2
‘ ‘ No data to show
“City, County, State, and ZIP Programs m
‘ Program
= No data to show
Phones m
Phone Number Phone Type Priority

No data to show
Contact Information
*Last Name *First Name Mi1

|| ||

*Title Email
\ - )
Ce "

|

Save Reset

3. Enter all required fields and any other fields to complete the adding of the Outreach
Organization

4. At least one Local Agency and Program need to be associated with each Outreach
Organization.

5. You can click Reset to clear the page and re-enter the Oureach Organization inform-
ation.

6. Click save to save the Outreach Organization information.

7. Upon saving, the Outreach/Referral Org ID will be assigned to the new record.
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00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS

Home | Sys Admin WIC Services | CSFP Services | Scheduling | Farmers' Market | Finance | Vendor | Program Integrity | Reports
Back to List

Outreach / Referral Organization
Qutreach / Referral Org. ID *Name
88657 [LEGAL AIDE HOTLINE |

*Qutreach / Referral Org. Type

|FOOD STAMPS n | Smoking Referral Org.
*Address 1 Local Agencies l n:l
[22 WALL STREET |
Age
Address 2
| | COCHISE COUNTY HEALTH DEPARTMENT |

*City, County, State, and ZIP

Programs
[PHOENIX, AZ 85003 MARICOPA |

zip4 COMMUNITY HEALTH CENTER

Phones

Phone Number Phone Type

No data to show

Contact Information

“Last Name *First Name Mi1

[Lou | [Luey [ ]

*Title Email

[BOOKKEEPER B |
@

|
Save Reset

*Once a record is added, it cannot be deleted.

Operations Management:Outreach Events
The Outreach Events page is where Outreach Events are recorded and Staff are
assigned for Local Agencies and Programs. .

1. From the drop down navigation list select Outreach Events. The Outreach events
search page displays.
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HPURDY [ ]

' Outreach Events

Qutreach Organization

Local Agency Clinic

00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS!
N *'a Ds Home | Sys Admin WIC Services | CSFP Services | Scheduling | Farmers' Market | Finance | Vendor | Program Integrity | Reports

Event B?in Date

Staff

Event End Date Primary Contact

Audience

Outreach Events

No data to show

Add Search

Edit Outreach Events

1. Enter the search criteria for the Outreach Event you want to edit. Click the Search but-

ton at the bottom of the page.

2. Select the Outreach Event by clicking on the Edit Icon for the record.

NewSearch

3. The Outreach Event page displays with the Outreach Event information.

HANDS WIC Clinic Admin User Training Manual
76




00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS|

‘ Home | Sys Admin m| WIC Services ‘ CSFP Services | Scheduling ‘ Farmers" Market | Finance ‘ Vendor | Program Integrity | Reports

Back to List

*Qutreach Organization *Local Agency *Clinic

|24 HR CRISIS LINE ' |[]2 - COCHISE COUNTY HEALTH D[ﬂ 02 - BISBEE WIC ﬂ
“Event Date Primary Contact

[0173112015 | | |

Phone Number Email
*Staff Attending Audience

10-A, , 10-B, - Select options -

Event Materials m Notes

e ateria QTY.D

No data to show

4. Add/edit the information on the page and click Save.

5. Click Reset to remove any changes to the page before Save is clicked.
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Add an Outreach Event

1. From the drop down navigation list select Outreach Events. The Outreach Events
search page displays.

2. Click the Add button at the bottom of the page. The Outreach Events page is dis-
played.

00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS

‘ Home | LGN Ops Mgmt ‘ WIC Services | CSFP Services | Scheduling ‘ Farmers' Market ‘ Finance ‘ Vendor | Program Integrity | Reports

Back to List

*Qutreach Organization *Local Agency *Clinic
*Event Date Primary Contact
Phone Number Email
*Staff Attending Audience

Select options - Select options -

Event Materials m Notes

Event Materials QTY.Dist

No data to show

3. Enter all required fields.
4 Click the save button to save new Outreach Event.

5. Click Cancel to cancel adding a new record. Changes are not saved.
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00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS|

‘ Home | LIER.U LN Ops Mgmt | WIC Services ‘ CSFP Services | Scheduling ‘ Farmers" Market | Finance ‘ Vendor | Program Integrity | Reports

Back to List

*Qutreach Organization

*Local Agency *Clinic

|24 HR CRISIS LINE

|02 - COCHISE COUNTY HEALTH DE‘ 02 - BISBEE WIC ﬂ

“Event Date
[0173112015 |

Primary Contact

Phone Number Email

*Staff Attending Audience

10-A, , 10-B, - Select options -
Event Materials m Notes

Event Materials QTY.Dist

No data to show

Operations Management:Labels

The Labels page will let you search for organizations and print mailing labels for the
search results. You can search for State Agencies, Local Agencies, Clinics, Active organ-

izations, or All organizations. You can also search for an individual organization by enter-
ing the name in the Name field.

1. From the drop down navigation list select Labels. The Labels search page displays.
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00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY /00 - ALL CLINICS|
Home | Sys Admin WIC Services | CSFP Services | Scheduling | Finance | Vendor | Program Integrity

@ACTIVE  @ALL

‘Organizational CodT ‘Name ‘ ‘Organizational Level

Name Street Address 1 Street Address 2 City State Zip Code
THUNDERBIRD WIC gﬁ?&ﬁ%UGNDERB'RD JHUNDERBIRD MEDICAL 61 eNpALE AZ 85306
ADELANTE LUKE AFB 7282 N 137AVE BLDG #1140 LUKE AFB Az 85309
AGUA FRIA FOOD BANK 405 E. HARRISON DRIVE AVONDALE AZ 85323
L on TE WEST e UNESTERN AVONDALE AZ 85323
AVONDALE WIC 950 E VAN BUREN AVONDALE Az 85323
BUCKEYE - ALLFAITH 201 E. CENTRE BUCKEYE Az 85326
EAGLE TAIL VILLAGE 306 STTH STREET BUCKEYE AZ 85326
AnC-ANTEBUCKEYE 305 E MONROE STREET BUCKEYE AZ 85326
FOOTHILLS FOOD BANK 7005 E. CAVE CREEK RD. CAVE CREEK Az 85331
FLMRAGEPCCWIC 12428 W THUNDERBIRD EL MIRAGE AZ 85336

<< < = == Rowcount: [[JEI Showing 1-10 of 431

2. Enter the search criteria, Organization Code, Name, and/or Organizational Level and
click the Search button at the bottom of the page. The page will display your search res-
ults.

00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY { 00 - ALL CLINICS|
Home | Sys Admin WIC Services | CSFP Services | Scheduling | Finance | Vendor | Program Integrity

@ ACTIVE @ALL

Organizational Code  Name Organizational Level
\ | ] | [LocaLaGy [ - |

Print Labels

Name Street Address 1 Street Address 2 City State Zip Code
ADELANTE HEALTHCARE 16251 N DY SART RD. SURPRISE AZ 85374
ITCA FARMERS' MARKET 2345 N CENTRAL PHOENIX AZ 85001
JON'S LOCAL AGENCY ~ MOUNTAIN TOP PHOENIX AZ 85004
BETH'S 1234 PHOENIX A7 85005
BANKSTER 123 PHOENIX AZ 85006
iILngéS FOOD BANK 5034 N 315T AVENUE PHOENIX AZ 85009
MARICOPA COUNTY
EE:IT?: \I:‘VIIJ(I?LIC 4041 N CENTRAL SUITE 700 PHOENIX AZ 85012
ADMINISTRATION
CATALINA WIC 2927 NORTH 35TH AVE PHOENIX AZ 85017
YAVAPAI COUNTY WIC 1090 COMMERCE DRIVE PRESCOTT AZ 86305
ssgga:; TRIBE WIC E)ﬁl’SES VETERANS SOMERTON 7 85350

<< < » »» Rowcount mﬂ Showing 1-10 of 35
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3. Confirm the information in the search results are the addresses for which you want to
print labels.

4. Click the Print Labels button located below the Organization Code search field. The
Label Preview box will display.

Label Preview n
Label Type

|A1.rer'_-,-' 5160 prints 10 X 3 labels per sheet. n
Label start

location

[i A

Preview Labels

5. Select the appropriate Label Type and Label Start Location and click the Preview
Labels button. The Label preview window will display.
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Labels

ADELANTE HEALTHCARE
16351 N DYSART BD, SUTTE 1044
SURFRISE, AZ 83374

BETHS
1234
PHOENLY, AZ 85005

MARICOPA COUNTY DEPT OF
PUBLIC HEALTH- WIC
ADMINISTEATION

4041 N CENTFAL

SUITE 700

PHOENDL AZ 85012

COCOPAH TRIBE WIC PROGEAM
14515 5. VETERANS DRIVE
SOMERTON, AZ 85350

APACHE COUNTY HEALTH DEPT
POBOX 607
SATNT JOHNS, AZ 85936

NAVAJO COUNTY HEALTH DEPT
117 EBUFFALO ST

TAT DDOGET AT 0ENTE

ITCA FARMERS MARKET
2345 N CENTRAL
PHOENLK., AZ 85001

BANESTER
123
PHOENLY, AZ 83006

CATATINA WIC
2927 NORTH 35TH AVE
PHOENLK, A7 85017

TUMA COUNTY HEALTH DEPT
2450 5 4TH AVE, SUTIE 600
TUMA, A7 B5364

SEAGO AREA AGENCY ON AGING
300 COLLINS ROAD
BISBEE, AZ B3603

COCONING COUNTY DEPT OF
PUBLIC HEALTH

FEVE N TINGL OT

JON'S LOCAL AGENCY
MOUNTAIN TOP
PHOENIX, AZ 85004

ST MARY'SFOOD BANK A
2831 N 315T AVENUE
PHOENLY, AZ 85009

YAVAPATI COUNTY WIC
1090 COMMERCE DRIVE
PRESCOTT, AZ 86303

YUMA FOOD BANK
2404 E. 24TH STREET SUIT
YUMA AF 85365

COCHISE COUNTY HEATT
DEPARTMENT

1415 W MELODY LANE. BT
A

BISBEE, AZ 85603

GILA COUNTY HEALTHL
107 W. FRONTIER. 5T, STE

DAWCOANR AT 05541

m

-

6. Use your mouse to hover over the top of the form and use the printicon in the toolbar
to print the labels. A Print dialog window will appear and you can select your print

options, including multiple copies. Your Print dialog box may look different.
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Printer: ’Ricoh Aficio v” Properties H Advanced ]

Copies: Il— =

Pages to Print
@ All

() Current page

() Pages Il -2
¥ More Options

Page Sizing & Handling (&)

Comments & Forms

[Document and Markups v]

8.5x11 Inches I

s;me H BY poster ” [E] Multiple H [5] Booklet ]

Size Options:

@ Actual size

() Shrink oversized pages
[] Choose paper source by PDF page size
[] Print on both sides of paper

Orientation:

@ Aute portrait/landscape
() Portrait

() Landscape

Want to print colors as gray & black? (@)

I Page Setup...

Pagel of 2

| pint | | Conce ]I

7. Click Print to print the labels.

8. Click OK on the Labels Preview box.
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Operations Management:User Administration

The User Administration page is used to add and maintain Users within HANDS. This
includes their access, disabling an account, titte assignment, and Trainings. The user's
address and phone number information is captured and maintained on this page as well.

User Administration Search

1. From the drop down navigation list select User Administration. The User Admin-
istration search page displays.

00 - BUREAU OF NUTRITION AND PHY AL A /ITY /00 - A NICH
CSFP Services | Scheduling | Farmers’ Market | Finance | Vendor | Program Integrity | Reports

Ops Management

Clear Base Table Cache

Issue Serial Numbers

Organizational Units
Outreach Organizations
Outreach Events
Labels

Time Study Entry

User Administration

Reports

Time Study

Time Study Excepfion

2. Enter the search criteria, User name, First Name, and/or Last Name and click the
Search button at the bottom of the page. The page will display your search results.

HANDS WIC Clinic Admin User Training Manual
84



00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY / 00 - ALL CLINICS;
WIC Services | CSFP Services | Scheduling | Farmers’ Market | Finance | Vendor | Program Integrity | Reports

Username First Name Last Name

— SONATHAN ERnEST

Username First Name Last Name Account Disabled LSS L

Agency
[ AJERNEST JONATHAN ERNEST 1

> Row count: Showing 1-1 of 1

New Search

3. Click the New Search button at the bottom of the page to clear the entered search cri-
teria and begin another search.
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View/Edit an Existing Profile

1. Click on the Username in the search results. The user information is displayed.

00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY / 00 - ALL CLINICS

Home | Sys Admin WIC Services | CSFP Services | Scheduling | Farmers’ Market | Finance | Vendor | Program Integrity | Reports
Back to List
*Username Staff ID *Date of Birth Position Number Vacant/Pseudo/Non-WIC
|JERNEST | |7 010111999 | | MVacant  MPseudo M Non-WIC

B Account Disabled

“Last Name “First Name Mi1 Maiden Name
[ERNEST | [JONATHAN | |

*Primary Language Secondary Language
[1-ENGLISH

E-Mail Educational/Professional suffix Alias

Local Agency

| ‘ | | U Coordinator

Co

Street Address Phone Numbers

*Street Address Phone Numbers m
[1740 W ADAMS \

Address2

Phone

Phone Type Number

Bt (602) 555-1212 Primary ]

*City, State, ZIP Code, and County
[PHOENIX, AZ 85007 MARICOPA \
State Access and Title Assignment

v Can Access State

Agency

Titles [+ Ada
Sianiaation: : AHEACEESS 10 £ ome Org Da dD o

Progra
00 - BUREAU OF
NUTRITION AND
PHYSICAL E‘SM%\EEETOR Yes Yes 06/02/2014 A
ACTIVITY / WIC - ZZ
wic
34 - MOUNTAIN
PARK HEALTH SA- SYSTEM

mren ane 7 amimsornaran  YeS Yes 06/02/2014 i
Save Reset

2. Add/Edit the information on the page and click Save. Click Reset to discard any
changes made to the page before Saving.

3. Click the Back to List at the top of the page to return to the search page.
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Add a New User Account

When adding a new user to HANDS, the user must first have an account created in the
active directory. This means a request for a new user must be submitted to the Help
Desk prior to creating a new userin HANDS. Once the request has been completed by
the Help Desk and you have the Username, follow the directions below to add a user.

1. On the User Administration search page click the Add button at the bottom of the
page. The blank user page displays.

00 - BUREAU OF NUTRITION AND PHYSICAL ACTIVITY / 00 - ALL CLINICS)

Home | Sys Admin WIC Services | CSFP Services | Scheduling | Finance | Vendor | Program Integrity

Back to List

*Username *Date of Birth Position Number Vacant/Pseudo/Non-WIC
| [ MVacant M Pseudo M Non-WIC

H  Account Disabled

*Last Name *First Name M1 Maiden Name

*Primary Language Secondary Language
[0-THISISATEST B B

E-Mail Educational/Professional suffix Alias
| | - Local Agency
Coordinator

Comment

Street Address *Phone Numbers (Primary Required)
*Street Address Phone Numbers m

Phone
Number

Phone Type

Address2

| No data to show

*City, State, ZIP Code, and County

State Access and Title Assignment

Can Access State

u Agency

Titles [+ Add ]

‘Organizational Unit / Grant Access to All

Title o Home Org Start Date End Date Comment
Program Clinics

No data to show

Trainings

Class Topic  Location Instructor Duration In Service Out Service

No data to show

[ Sove | Reser

2. Enter the Username provided by the Help Desk. Enter all the required fields and any
other appropriate fields to add the user. At least one Primary Phone number is required.
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3. For a user to be able to access HANDS, a Title must be added. Each Title has roles
assigned to it which will enable the user to access certain functions in HANDS. To enter
a Title, click the Add button on the Title grid. The add window displays.

Add Q

*Organizational Unit / Program

*Title

Grant Access to All Clinics

®Yes ® No

Home Crg
§Yes @ No

*Start Date

End Date

Comment

0T Concel

4. Enter all required fields and any other appropriate fields to add the Title record. There
needs to be at least one Organization that is the "Home Org" for each user. Selecting
Yes will ensure that when the user logs in each time, the default organization will be
selected automatically. The user can change the Organization if they have access to
more than one.

5. Click Cancel to discontinue adding a Title record.
6. Click OK.

7. If you want to discard what you have entered on the Add User page, click the Reset
button at the bottom of the page.

8. Click Save on the Add User page. The user has been created.
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