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Module 1: Introduction to HANDS:
Basics, Navigation & Search
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Module 1
Learning Objectives

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

l Log into HANDS
l Describe howHANDS is organized
l Navigate theWIC Services, Certification FlowMenu,
and Scheduler Modules

l Identify HANDSWindow components
l Recognize the various HANDSData Entry Fields and
Methods

l Enter data in all types of data entry fields
l Describe the various searchingmethods
l Complete a search for Families and Clients within
HANDS
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Health And Nutrition Delivery System

HANDS is an acronym for Health And Nutrition Delivery System.

HANDS was created to :

l Collect and process WIC & CSFP data
l Create Letters, Reports, Forms and Labels based upon the data collected
l Allow for access by any computer with an internet connection
l Streamline the WIC & CSFP processes
l Meet USDA Federal Requirements
l Be Electronic Benefit Transfer (EBT) ready

The new functionality in HANDS will allow users to spend more time for interacting with
the WIC clients and less time entering data onto the computer. HANDS is designed to
coincide with WIC Clinic flow and Local Agency caseload management.

HANDS: A Web-Based System

HANDS is web based. That means that HANDS uses your web browser on your com-
puter. The preferred internet browser that WIC Clinics will use to access HANDS is
Microsoft Internet Explorer

Web-based applications have considerable advantages. The recording and transfer of
WIC data will take place in a matter of seconds

Since HANDS will be maintained on centralized computer servers, there will be no inter-
ruptions to client services when a HANDS update is required.
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HANDS required supplemental software & settings

To operate HANDS, only Internet Explorer 9 is needed. In order to access the Letters
and Reports featured in HANDS, the Adobe Reader program is required. Your State and
Local IT staff will make sure that all WIC Clinic computers have the required versions of
Internet Explorer and Adobe Reader as well as other recommended settings before
HANDS is scheduled to be implemented statewide.

Equipment
HANDS functionality will include the collection of Authorized Representative, Client, and
Proxy signatures in addition to allowing the scanning of certain documents. Along with
the routine MICR and document printers which are already used in WIC Clinics, sig-
nature pads and flatbed scanners will be provided for each Clinic location as needed.

Data Migration From AIM to HANDS

Before the statewide implementation of HANDS, there will be a transfer of data from AIM
to HANDS. Data migration is important for the implementation of HANDS because it
helps to ensure that years of data will not be lost.There will be no need to re-enter past
data such as food packages and food issuance, nutrition WIC codes, or nutrition edu-
cation information. However, there will be some data which was not present before or
that will need to be re-entered once HANDS goes live. Such data includes primary
phone numbers and appointment information.
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Logging Into HANDS

Clinic staff may log into HANDS using Internet Explorer from any computer with an inter-
net connection.

The Internet Address for accessing HANDS is

http://wichands.com

The HANDS Internet Address may be typed into the internet browser's address bar at
any time to give the user access to the HANDS Sign On Page. See Module 1: Figure 1.

Module 1: Figure 1: Entering the HANDS Internet Address into the Web Browser Internet
Address Field

For quick access, the HANDS shortcut icon is located on the desktop of all WIC Clinic
computers and brings the user directly to the HANDS Sign on Page.

Module 1: Figure 2: HANDS Log On Page
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Steps for logging into HANDS

1. On your PC or laptop screen, Click on the HANDS Shortcut Icon available on your
computer desktop. Or open your internet explorer web browser and type the Internet
Address
https://wichands.com into your Internet Explorer address bar.
2. This will bring you to the HANDS Sign On Page. See Module 1: Figure 2 above.
3. Enter your HANDS Username & Password.
4. Click the Next Button.
5. Choose your assigned Local agency and Clinic site.
6. Click the Log On button to log into HANDS.

Note: Some WIC employees will have only one Local agency and site contained in the
drop down list, while others are assigned several items depending upon their job loc-
ation, title, and responsibilities.

Module 1: Figure 3: HANDS Welcome Page
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HANDS Organization of Modules

HANDS is organized into major divisions referred to as Modules, all of which can be
accessed from the black Top Menu Bar. See Module 1: Figure 3 above.

System Administration- The System Administration module is for maintaining inform-
ation related to users, security, sites, and Local agency data. The System Administration
module also covers maintaining codes, business rules, system parameters, and data
tables. This area will be used primarily by WIC State Agency staff. It is not visible or avail-
able to WIC Local agency and Clinic employees.

Operations Management- This module allows for the addition of system users and the
maintenance of current user accounts. State, Local agency and Clinic sites are also
added into HANDS through this area. This area is used primarily by WIC State Agency
staff with limited access by Local agency administrative staff.

WIC Services- The WIC Services module contains a majority of the daily WIC Clinic
operations including the following:

l WIC Family and Client Search
l Adding and maintaining WIC Family records
l Adding and maintaining WIC Client records
l Immunization
l Income Eligibility
l Adding Medical records
l Assigning WIC Codes
l Breastfeeding Surveillance
l Breast Pump Issuance and Return
l Breastfeeding Peer Counselor
l Breastfeeding Promotional Items
l Certifying Clients
l Assigning Food Packages
l Printing Food Benefits
l Documenting Nutrition Contacts
l Adding notes to a Client record
l Transferring Families and Clients
l Assessment
l Termination
l Family and Client History
l Family Appointments
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CSFP Services- This module houses all of the routine certification, documentation &
issuance for the Commodity Supplemental Food Program (CSFP). The layout of the
CSFP module is very similar to WIC Services. It features a CSFP family or client search,
adding and maintain family information, adding new clients and updating existing client
records, income screening and documentation, certification actions, distribution, appoint-
ments, family and client transfers, and notes. Other sections of CSFP include history and
scheduling.

Note:Only those Clinics who provide CSFP services will be able to have access to the
CSFP area in HANDS. The area will not appear for those Clinics who do not provide
this service.

Appointment Scheduling- The Appointment Scheduling module includes scheduling
appointments for families and clients, creating and maintaining Clinic schedules, pre-
certification, walk in appointments, and appointment mailing labels.

Finance- This area is for the addition and maintenance of formula manufacturer and
rebate information. It is a State Agency functionality and will not be available for
WIC Local agency and Clinic users.

Vendor- This area is for adding and maintaining data related to WIC vendor man-
agement. It also features sections for communications with vendors and vendor Reports.
This area will be accessible only to WIC State Agency staff.

Program Integrity- This area is for Vendor program integrity and Family/Client Com-
pliance. It will also feature Reports to identify high risk activity which are required to
ensure the integrity of the program. This area will only be accessible by WIC State
Agency staff.

Reports- The Reports area of HANDS will offer a variety of Reports to State, Local
Agency and Clinic staff. The Reports and the Report styles available will depend upon
the user's role.
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HANDS Navigation Basics

After signing on, there are two ways to move between the different modules within
HANDS. This depends upon your location within the system.

l The black Top Menu Bar, which is always available from anywhere in HANDS.
l The Navigation Pick List Menu Box may also be accessed from anywhere in
HANDS and allows movement to other modules, pages, and functions.

Top Menu Bar

Module 1: Figure 4: HANDS Top Menu Bar

The Top Menu Bar is located at the top of HANDS and gives the user's access to the
modules listed from anywhere within the system. See Module 1: Figure 4 above.

The following modules are available on the Top Menu Bar:
l Home
l System Administration
l Operations Management
l WIC Services
l CSFP Services
l Appointments
l Finance
l Vendor
l Program Integrity
l Reports

The WIC staff or user at the Clinic level will only have access to the Home,
WIC Services, CSFP Services (if applicable), Scheduling, and Reports.

State Agency and Local Agency Staff will have access to most or all of the modules loc-
ated on the Top Menu Bar as assigned.

HANDS Navigation Pick List

The Navigation Pick List is a useful tool which may be accessed from any area within
HANDS except for the HANDS Home Page. See Module 1: Figure 5 below.
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Module 1: Figure 5: Accessing the Navigation Pick List

The Navigation Pick List may be used as a second option to navigate throughout the dif-
ferent modules in HANDS. The Navigation Pick List also offers exclusive navigation to
other pages such as the History page or the Breastfeeding Peer Counselor page. The
user is allowed to filter the pages that appear in the Navigation Pick List. This process is
done by entering the starting letters for the desired page in the Page Name field at the
top of the Navigation Pick List.

The navigation options of the Navigation Pick List vary depending upon which module of
HANDS the user is in. For example, when the user is within the CSFP module, pages
related specifically to WIC Services will not display in the Navigation Pick List for selec-
tion.
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WIC Services Area - Certification Work Flow Pages

Module 1: Figure 6: Certification Work Flow Pages

In the WIC Services Area, the process of adding, entering or updating the required data
for the certification of a WIC client follows what is called the Certification Work Flow. See
Module 1: Figure 6 above.

The Certification Work Flow includes the following pages:
l Family Information - Adding and Updating Family Information
l Client Information - Adding and Updating Clients within a Family
l Immunization - Adding Immunization documentation for a child under 2 years of
age.

l Income - Adding Income, Documentation, and Adjunct Eligibility
l Certification Action - Assigning Client Categories, Recording Estimated Delivery
Date, and Actual Delivery Date along with Physical Presence.

l Medical- Adding & Updating Anthropometric, Blood work, and reviewing graphs.
l Assessment - Answering Probing Questions & Choosing WIC Codes.
l Breastfeeding Surveillance - Recording Breastfeeding status.
l Care Plan - Certifying Client, Activating or Deactivating WIC Codes, Nutrition Edu-
cation, Referrals.

l Food Package - Adding and Updating Food Packages.
l Family Appointment - Scheduling Appointments, Scheduling Group
Nutrition Discussion, Adding Pending Services, Viewing Appointment History.

l Notes - Adding a note and note type for a WIC Client. Adding a Staff Alert.

As stated before, HANDS requires some data to be entered on prior pages and tabs
before functionality may work properly on subsequent pages. For example, HANDS will
not allow a WIC code to be entered on the Assessment page until a Client Category is
first selected and saved on the Certification Action page. HANDS requires that the client
category be entered so that the proper WIC codes will display.
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Module 1: Figure 7: Certification Record not found message

As each subsequent page in the Certification Work Flow is completed and saved,
HANDS provides a green check in each tab to let the user know that the requirements
for that page have been completed. The red star lets the user know that information still
needs to be added in order to complete the certification. See Module 1: Figure 7 above.

Note: In a Family with several clients or with clients who have incomplete or missing
information, the green check sign may not be available.

After a certification has been successfully completed, the green check and red star alerts
will not longer appear on the page tabs. See Module 1: Figure 8 below.

Module 1: Figure 8: Green Check Mark for the Completion of a Certification Work Flow Page
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HANDS Window Elements

Module 1: Figure 9: HANDS Window Elements

HANDS uses a standard design and functionality format to ensure continuity and con-
sistency within the system. This helps the user to learn HANDS functionality and nav-
igation. See Module 1: Figure 9.

Common data entry fields and methods shown below in Module 1: Figures 10 and 11
below.
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HANDS Data Entry Fields

Required
Fields

All required fields are high-
lighted yellow and have an
asterisk to the left of the field
name.

Optional
Fields

HANDS allows the user to com-
plete or skip the field. Example,
the user is allowed to skip the
Disability Drop Down.

Conditional
Field

Conditional fields have the
same appearance as an
optional field. Under some con-
ditions the field is optional, and
the system allows the user to
complete or skip the field.
However, under certain con-
ditions, HANDS requires the
user to complete the field based
on a previously completed field
or data entry value.

For Example, On the Cer-
tification Action Page when the
Client Not Present Check Box is
selected, the Reason Client Not
Present drop down list becomes
active and requires an entry.

Unavailable
Field

A field that does not currently
allow data entry, but becomes
available for data entry when
some other action is performed.
For Example, when Add Pend-
ing Lab Code button is clicked,
the Pending Lab Code drop
down field becomes available.
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Display
Only Field

Displays data for information
and does not allow the user to
modify the data. There is no
data entry area.

Row Count

Allows for search result lists
with multiple rows to be made
visible. The user may choose
10, 25 or 50 rows to be listed.

Module 1: Figure 10: HANDS Data Entry Fields

HANDS Data Entry Methods

Box Type inside the field.

Drop Down Lists
Click the arrow to display the
list or press the space bar on
your keyboard.

Check Box
Click the check box or press
the space bar to select or de-
select the check box.

Radio Button
Options

Only one option can be selec-
ted: Click to select an option.
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Type In Dates

11082012 = 11/08/2012
Type in a date with no sep-
arator characters in this format:
MMDDYYYY; Ex. 11082012
HANDS will fill in the sep-
arator characters for you;
11/08/2012

Calendars

The user has the option to
simply type in the date or to
access the Calendar and
choose the Month, Year, and
Day.

Hint: If the date's year is
earlier than what is displayed,
simply click on the earliest
year available and then click
the drop down arrow again.
You will see the required year
range appear in the drop
down.

Module 1: Figure 11: HANDS Data Entry Methods

Standard Action Buttons
The following standard buttons and icons are used throughout HANDS and operate in a
similar manner. See Module 1: Figure 12 below.
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Module 1: Figure 12: Standard Action Buttons

Common Icons

Edit Icon - Allows for the modification of a data entry or record.

Delete Icon - Purges the data from the database.
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HANDS Graphic Identifiers

There are icons in the Certification and Enrollment module which indicate certain
conditions for a client.

Using graphic identifiers or icons, HANDS alerts the user that the client has a particular
status or circumstance which will need additional attention by WIC Clinic staff.

For example, if a Client has a disability or is missing documentation for certification, a
specific icon or flag will display in the Client's Active Record. See Module 1: Figure 13
below.

Module 1: Figure 13: Graphic Alerts
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For example, clients who have been identified as being high risk will have a heart
shaped graphic alert located beside the Client Name display on the Client Active
Record and on the Care Plan page in WIC Services. See Module 1: Figure 14 for a list of
icons and graphic alerts in client's active record below.

Icons or Graphic Alerts in Client's Active Record

Breast Pump
The client has been issued a breast pump.

Disability
The client has a disability.

Red High Risk
The client is high risk.

Green High Risk
The client has been seen by a nutritionist.

Mid Certification
The client will need a mid certification.

Missing Documentation The client record is missing documentation
that will need to be provided in order to continue
receiving WIC food benefits.

Staff Alert
There is a staff alert note or comment con-

cerning this client.

Out of State Transfer - VOC
This client is an Out of State Transfer.

Medical Icon Client needs bloodwork or anthropometric
data.

Information Icon User is allowed to hover over the icon to dis-
play more information about the section.

Module 1: Figure 14: Icons or Graphic Alerts in Client's Active Record
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WIC Services: Family/Client Search Process

The Family/Client Search page will allow a user to find a client or family in HANDS
using specific criteria or a combination of criteria. The page also allows users to check
whether a family or client was either previously or is currently enrolled in the Arizona
WIC program.

Family Client Search Page Navigation: Top Menu Bar

Whenever the WIC Services module is selected from the Top Menu Bar from anywhere
in the system, the Family/Client Search is the first page available to the user. See Mod-
ule 1: Figure 15 below.

Module 1: Figure 15: Family Client Search Page Navigation-Top Menu Bar

Family Client Search Page Navigation: Navigation Pick List
In addition to the Top Menu Bar, the Family/Client Search page may also be accessed
within the WIC Services module by using the Navigation Pick List. The Search option is
at the top of the pick list and may be clicked on to bring the user to the Family/Client
Search Page. See Module 1: Figures 16 and 17 below.
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Module 1: Figure 16: Navigation Pick List
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WIC Services: Family/Client Search Page

Module 1: Figure 17: WIC Service Family / Client Search Page

Family/Client Search Page Action Buttons

The following buttons are available on the Family/Client Search page: Schedule Appoint-
ments, Add a New Family, Transfer Family, Transfer Client, Search, and New Search.
See Module 1: Figure 18 below.

Module 1: Figure 18: Family / Client Search Page Action Buttons
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l Schedule Appointments - The purpose and functionality of the Schedule Appoint-
ments button is covered in the Appointment Scheduling module of this manual.

l Transfer Family - The purpose and functionality of the Transfer Family button is
covered in the In State, Out of State and Client Transfers module of this manual.

l Transfer Client - The purpose and functionality of the Transfer Client button is
covered in the In State, Out of State and Client Transfers module of this manual.

l Search - Initiates a search to retrieve record which matches the data entered on the
screen.

l New Search - Clears all previous search results to begin a new search.

WIC Services: Family/Client Search Highlights

Module 1: Figure 19: WIC Services-Family / Client Search Highlights

Search - When performing a search within a Clinic/Agency/State location, select the
appropriate radio button on the Search page to ensure the correct results display. See
Module 1: Figure 19 above.

Module 1: Figure 20: Radio Buttons on Search Page

In order to find a Family or Client who may have been inactive for a while or may have
been transferred to another Clinic, the user should click the State and All radio buttons to
complete the search. See Module 1: Figure 20 above.
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Entering Search Criteria: Unique Client and Family ID

Module 1: Figure 21: Entering Search Criteria

If available, the user may enter a unique Client ID or Family ID to easily find the
WIC Client or Family. See Module 1: Figure 21 above.

Multiple Search Criteria

Module 1: Figure 22: Multiple Search Criteria

If a Client ID or Family ID is not available, the user may search by other criteria such as
the Last Name or Date of Birth. Any of these may be used exclusively or in combination
to complete a search. It is recommended the user search with multiple criteria if available
to narrow down search results.See Module 1: Figure 22 above.

Partial Search - If a user is unsure about the correct spelling of a Client's name, a partial
search may be completed by entering part of a name to search. This will yield all names
that begin with the letters entered. See Module 1: Figure 23 below.

Note: You do not use the % sign to do partial searching in HANDS.

Module 1: Figure 23: Partial Search
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Searching for a WIC Family or Client in HANDS

1. Log into HANDS.

2. Click on WIC Services in the menu to access the Family/Client Search Page. See
Module 1: Figure 24 below.

Module 1: Figure 24: Searching for a WIC Family or Client in HANDS

3. Enter the search criteria

Note: The more information you enter, the more narrow the search results will be.
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4. Click Search and the results will display on the page.

5. Select the Family ID/Client ID link for the family/client you need.
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Search Results

When a HANDS search is completed, the Search results include:

l Client ID
l Family ID
l Client Name
l Category Type
l Gender
l Date of Birth
l Status:

l (A) Active - The Client is currently certified for the WIC program.
l (I) Inactive - The client is no longer currently certified for the WIC program
and has become ineligible or has been terminated.

l (P) Pending - The Client record has been entered into HANDS and is
pending certification in order to become active.

Module 1: Figure 25: Search Results

The Client ID and Family ID numbers will be displayed in a black font, which indicates a
WIC Family or Client. See Module 1: Figure 25 above.
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While in WIC Services, the Client ID and Family ID numbers displayed in blue font indic-
ate a CSFP or Commodities Supplemental Food Program Client or Family.

Clicking the Expand Row button will show more Family/Client search details. See
Module 1: Figure 26 below.

Module 1: Figure 26: More Family / Client Search Details

When a user completes a search for family or client record which is already housed in
the user's Clinic, then the record is already active and the user may click either the Client
ID or Family ID to access the record.

A user will be able to tell if a record is available by the presence of the edit icon beside
the client name. See Module 1: Figure 27 below.

Module 1: Figure 27: Edit Icon next to the Family Name

For a Family/Client record that is not located in the User's WIC Clinic, the edit icon is
unavailable in the search results in order for the user to enter the record.

The user will need to complete a WIC Clinic transfer to allow full access to the Fam-
ily/Client record. See Module 1: Figure 28 below.

Module 1: Figure 28: Edit Icon Unavailable
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Module 2: Family & Client Information
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Module 2
Learning Objectives

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

l Describe theWIC Family
l Recognize the Family ID and Client ID
l Add a new Family Record into HANDS
l Add a newClient(s) Record into HANDS
l Complete an update of a Family Record
l Complete an update of a Client Information Record
l Explain howHANDS prevents a Duplicate Client Record
l Demonstrate the use of the Signature Pad to collect Sig-
natures

l Demonstrate the use of HANDS Scanner Function



HANDS WIC Clinic User Training Manual
37

Adding and Updating Family and Client Records

The WIC Family:

HANDS is a family based system which provides access to all client records within a
WIC family and allows for a better flow and organization of client data.

In HANDS, the WIC family consists of Authorized Representative(s), all WIC Clients who
will be receiving WIC services and proxies.

Family records are added on the Family Information Page in HANDS, which contains
the following fields:

l Authorized Representative(s)
l Authorized Representative Proof of ID.
l Street & Mailing Address
l Phone Numbers
l Proxies

Family ID Number

When a new family is added, HANDS will assign a Family ID as well as the individual
WIC Client IDs for all family members. The Family ID is typically shorter than a WIC Cli-
ent ID and consists of 9 numerical digits. See Module 2: Figure 1 below.

Module 2: Figure 1: Family ID Number

The WIC Client:

After the WIC Family Information has been entered into HANDS, each WIC applicant or
client is then added to the Client Information Page, which contains the following inform-
ation fields:

l Client Last and First Name
l Client Date of Birth
l Gender
l Proof of ID
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l Mother and Infant Linking with Mother's ID
l Ethnicity
l Race

After each Client record is saved, HANDS will generate a Client ID for that individual.

Client ID Number
The WIC Client ID is assigned to all family members who are applying or are currently
receiving WIC services. The Client ID is 11 numerical digits. See Module 2: Figure 2
below.

Module 2: Figure 2: Client ID Number

Adding a New Family Record

1. From the WIC Services Search Page, complete a search for your WIC Family or
Applicant before adding a new family record.
2. If the client record does not exist in HANDS, click the Add a New Family button at the

bottom of the page. See Module 2: Figure 3 below.

Module 2: Figure 3: Adding a New Family Record

3. The Family Information page will open and all fields will become active. See Module
2: Figure 4 below.
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Module 2: Figure 4: Family Information Page

4. Enter the family information by completing the following required fields:

Hint: All yellow fields in HANDS are required.

l Authorized Representative 1 (Authorized Representative(AR) 2- Optional)
l Proof of Identity for Authorized Representative 1 ( AR 2 - Required only if AR 2
name information is entered)

l Education (Authorized Representative 1)
l Registered to Vote?
l Proof of Address
l Email Address (optional)
l Street Address
l Mailing Address (copy from Street Address or Add Mailing Address)
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l Add Phone Number- Enter phone type, priority, and Do Not Call/Text (if applicable)
l Choose Appointment Reminder Preference
l Enter Primary Language (Secondary is optional)
l Proxy (optional); Enter Proxy 1 and/or 2; If proxy is entered, proxy ID is required.
l Referral (optional); Enter How Did you Hear About WIC?

5. Click the Save button.

6. HANDS will generate a new Family ID and three additional action buttons will
become available. The Family Active Record is now created and populated with entered
data on the screen. See Module 2: Figure 5 below.

Module 2: Figure 5: New Family ID and Additional Action Buttons
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l Print Proxy Form - When clicked, displays the Proxy PDF form and the print
options box.

l Signatures - Allows access to the Signature pad for the collection of signatures.
l New Client - When clicked, brings the user to a new Client Information page for the
addition of a new WIC Client record.

Family Information Page Functionality Highlights

Street and Mailing Addresses

The Street and Mailing Address are required for each WIC Family Record in HANDS.

If the WIC Family’s Mailing Address is the same as the Street Address, the user may
select the Copy Street to Mailing button. See Module 2: Figure 6 below.

Module 2: Figure 6: Street and Mailing Addresses

Hint: The user may enter any item for the location and HANDS will auto complete the
field for them. For Example, if you type in Phoenix all of the available ZIP Codes for
Phoenix will appear for the user to choose from.

Note: Selecting the Do Not Send Mailings check box prevents the family from receiving
mailings.

Phone Number & Contact Preference

Module 2: Figure 7: Phone Number and Contact Preferences

In HANDS, the user may add a Family phone number and prioritize that number accord-
ing to the preference of the client. Additional phone numbers may be added and
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prioritized as needed. The user may also select Do Not Call or Do Not Text to reflect
applicant or client preference. See Module 2: Figure 7 above.

Note:Only one Family phone number can be prioritized as Primary. Additionally, only
one phone number can have the priority of Secondary but the user may have as many
phone numbers listed with the priority of other.

Module 2: Figure 8: Edit Phone Information

For example, if a client does not want to be contacted by texting, the user will click the
Do Not Text check box. If this occurs, then the Text option will become unavailable as an
Appointment Reminder Preference. The Cell Phone or CP - Cell Phone phone type
must be selected in order for the text option to become available. See Module 2: Figure 8
above.

Module 2: Figure 9: Phone Number Preference

If the user clicked the Do Not Email check box located above the address section, the
email radio button under Appointment Reminder Preference will become unavailable.
See Module 2: Figure 9 above.
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No Phone

If the Authorized Representative does not have a phone, click the Does Not Have a
Phone check box, and HANDS will allow the certification to continue without adding a
phone number. See Module 2: Figure 10 below.

Module 2: Figure 10: No Phone

All phone entries may be edited or deleted using the Edit or Delete Icons.

Print Proxy Form

Clicking the Print Proxy button before any information has been entered and saved on
the Family Information page allows the user to print a blank Proxy form.

After a family Proxy has been added and the Family Information saved, the user may
print a Proxy Form with saved family data auto populated.

1. It the bottom right hand corner of the Family Information page, click the Print Proxy
Form
button. This will open the Print Proxy Form window. See Module 2: Figure 11 below.
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Module 2: Figure 11: Print Proxy Form

2. Use the printing icon to print form. Clicking the print icon accesses the computers
standard print features.

Family Information Signature Pad-Collection of Signatures

HANDS allows the use of the signature pad from the Family Information Page.

Module 2: Figure 12: Signature Button

1. Click the Signatures button at the bottom of the page. See Module 2: Figure 12 above.
The Signature page displays. See Module 2: Figure 13 below.
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Module 2: Figure 13: Family Information Signature Pad

2. The client signs the signature pad and clicks OK to accept the signature. If the client
wants to re-sign, they can click Clear and sign the signature pad again.

3. On the Signature page the user can select a Client ID from the drop down list if the sig-
nature is tied to a particular client.

4. The user can also enter a comment if desired.
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5. Once the user clicks OK on the signature pad, the user still has to save the information
on the page. See Module 2: Figure 14 below.

Module 2: Figure 14: Signature Pad

6. To discard the information entered, click the Reset button at the bottom of the page.

7. To save the information entered, click the Save button at the bottom of the page.
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8. When you access the Signature page again, it will display the signature history. See
Module 2: Figure 15 below.

Module 2: Figure 15: Signature History
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Adding a New Client Record to the Family

1. After saving the Family on the Family Information Page, click on the New Client button
at the bottom right of the screen. See Module 2: Figure 16 below.

Module 2: Figure 16: Adding a New Client to the Family Record

2. Complete the following required fields for adding the client:

Hint: HANDS will let you know if the client information is missing by showing a warning
message at the top of the screen.
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l Client Last Name & First Name

Hint: If the Authorized Representative is also applying for WIC for herself, it is recom-
mended the user start with this client.

l Enter Date of Birth
l Choose the Gender.
l Choose Proof of Identity from drop down list.
l If an Infant or Child, Choose the Mother's ID from the Mother's ID Drop Down
l If the Mother of the Infant or Child is Outside of the current WIC Family and has a
Client ID, enter the Mother's Client ID into the Mother Outside of Family field.

Hint: It saves time if the Mother is added first to the new family.

l Disability (if applicable)
l Foster Care (if applicable)

Note: If the user selects the Foster Care check box they are then required to answer the
Has the child entered into foster care, or changed foster care homes, within the last 6
months? question. In order for the Foster Care WIC Code (WIC Codes are discussed at
length later) to be assigned the Yes option must be selected and saved.

l Choose Ethnicity
l Choose Race(s).
l Choose either Observed by Staff or Provided by Client
l Ineligibility Reason (if applicable)

3. Click the Save button.

Hint: Before a Client record is saved, there is no Client ID information. Once the save
function has been completed, the Client’s Active Record will appear.
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Module 2: Figure 17: Required Fields for Adding the Client

4. Click the Add button to add the next client in the family if applicable.

Adding a New Client Record to the Family: Functionality Highlights

Client Birthdays
Some of the functionality in HANDS is based upon a client’s birthday, so it is important
to make sure the new Client’s birthday is correct.

The user can enter the required date of birth in the Date of Birth field. It may be manually
entered by simply clicking in the field and entering the date in this format MMDDYYYY.
HANDS will format the date of birth as MM/DD/YYYY.
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The Date of Birth calendar may be also be used if preferred. See Module 2: Figure 18
below.

Module 2: Figure 18: Date of Birth Calendar

After the user enters the date and tabs to or clicks on the next required field, HANDS will
display a message asking the user to Verify the Client’s Birth Date. See Module
2: Figure 19 below.

Module 2: Figure 19: Verify Client's Birth Date

After the user verifies the client’s birthday and clicks the yes button, HANDS will display
the client’s age in years and months. If the user selects No the window will close, the
Birth Date field will be cleared, and the user will be required to enter the client's birth
date again.

Foster Child
Clicking the Foster Care check box will result in the foster child WIC code being
assigned on the Assessment page. It will also place the child’s name in the Foster Chil-
dren field on HANDS Income page. See Module 2: Figure 20 below. A Foster Child is
considered as being part of their own Family and their income data does not affect the
Income Eligibility of the other members of the Family. (Income Eligibility is discussed in
depth later in the manual.)
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Module 2: Figure 20: Foster Child

Mother's ID and the Not Linked Reason Fields
The Not Linked Reason refers to the linking of the Mother’s ID with the Infant or Child. If
the Mother’s ID field is not completed on the infant or Child’s Client Information page,
HANDS will prompt the user to enter a reason after the Client Category has been selec-
ted on the Certification Action page. If the user attempts to Complete Assessment
without linking Mom and Infant or Child together or adding a Reason Not Linked an error
message will be displayed. (Complete Assessment is discussed in depth later in the
manual.) See Module 2: Figure 21 below.

Module 2: Figure 21: Mother's ID and the Not Linked Reason Fields

The entry on the Certification Action page will be listed in the Not Linked Reason display
on the Client Information Page.

Mother Outside of Family
If the Infant or Child's Mother has a Client ID and is outside of the current WIC Family,
the user may enter the Mother's Client ID in the Mother Outside of Family field.

Transfer Client Button
After the Client Record has been saved successfully, the Transfer Client button
becomes available. The purpose and functionality of the Transfer Client button is
covered in the In State, Out of State and Client Transfers module of this manual.

Disability Drop Down Field
If a Disability is chosen for a client and the record saved, the Disability Icon will appear
by the client’s name in the client’s active record.

Ineligibility Reason
This field will be covered in the Ineligibility, Disqualification & Termination Module.
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Potential Duplicate Record

HANDS will indicate when a potential duplicate record is being created.

If a new client record during a precertification or certification contains the same inform-
ation as an existing client, HANDS will alert the user if this is a potential duplicate
record.

A client’s record will be flagged if there is potentially matching criteria to another or the
same client within HANDS.

HANDS uses the following criteria to identify an added record as a potential duplicate
record:

• First 8 letters of the last name of the client,
• First 6 letters of the first name of the client,
• Birth month,
• Birth year,
• Client gender,
• Middle Initial of the client.

When a match has been determined, HANDS will alert the user by displaying the poten-
tial duplicate record window. HANDS will ask the user to choose if the potential duplic-
ate record is the same as the existing client or if the potential duplicate record is not the
record of the existing client. See Module 2: Figure 22 below.

Module 2: Figure 22: Potential Duplicate Record
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If the user chooses the Yes, this is their record button, HANDS will then display the
Transfer Client box. The user may then transfer the existing client to a New Family, Exist-
ing Family or Cancel. See Module 2: Figure 23 below.

Module 2: Figure 23: Transfer Client Box

If the user chooses the No, this is not their record button, HANDS will continue with
the current certification.
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Client Signature Page

Module 2: Figure 24: Client Signature Page

1. Click the Signatures button at the bottom of the page. See Module 2: Figure 24 above.
The Signature page displays.
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Module 2: Figure 25: Client Signature Pad

2. The client signs the signature pad and the client clicks the OK button on the signature
pad to accept the signature. If the client wants to re-sign, they can click Clear and sign
the signature pad again. See Module 2: Figure 25 above.

3. On the Signature page the user can select a Client ID from the drop down list if the sig-
nature is tied to a particular client.

4. The user can also enter a comment if desired.
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5. The Client clicks OK on the signature pad, the user still has to save the information on
the page. See Module 2: Figure 26 below.

Module 2: Figure 26: Saving Information on the Page

6. To discard the information entered, click the Reset button at the bottom of the page.

7. To save the information entered, click the Save button at the bottom of the page.
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8. When you enter the Signature page again, it will display the signature history. See
Module 2: Figure 27 below.

Module 2: Figure 27: Signature History
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Document Scanning from the Client Information Page

From the Client Information Page:

1. Click the Scan Document button at the bottom of the page. See Module 2: Figure 28
below.

Module 2: Figure 28: Scan Document Button
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2. The Scan page displays. See Module 2: Figure 29 below.

Module 2: Figure 29: Scan Document Page

3. You will see a box on the page that should have a blue line around it. If the line is red,
there is a connection problem and HANDS cannot communicate to the scanner and you
will not be able to scan a document until the box has a blue line.

4. Enter a Title, Description if desired, and select the Color Mode. Color will scan the doc-
ument in color and gray scale will scan the document in black and white.



HANDS WIC Clinic User Training Manual
61

5. Place the document on the scanner and click the Scan button at the bottom of the
page. You will see the scan progress window. See Module 2: Figure 30 below.

Module 2: Figure 30: Scanning Document Progress

6. The image that was scanned will display in the box on the Scan page. See Module
2: Figure 31 below.
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Module 2: Figure 31: Document Scanned
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Note: If the user wants to adjust the Scan before saving they simply need to adjust the
Scan and click the Scan button at the bottom of the page.

7. Click the Save button at the bottom of the Scan page.

8. Click Back to Client Information tab at the top of the page to return to the Client page.

Completion of the Family & Client Information Pages

After the completion of the Family Information and Client Information pages, the Family
ID and client records become available for navigation from the Active Record. User may
now maneuver between each client record by clicking on the client name. If the user hov-
ers over the other family members records on the Active Record more client information
will be displayed. See Module 2: Figure 32 below.

Module 2: Figure 32: Completion of Family & Client Information Pages

Updating Family Information

Note: The user will have to select Proof Of Identity for entered Authorized Rep-
resentatives and select a Primary Family Phone number for all families that were ori-
ginally created in AIM.
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Change of Authorized Representative Name

1. Access the Authorized Representative’s Family Information Page.
2. Click inside the name field and behind the name that is to be changed.
3. Use the Backspace on your keyboard to delete the former name.
4. Enter the new Name.
5. Click the Save button. See Module 2: Figure 33 below.

Module 2: Figure 33: Authorized Representative Name Change

When the name is changed and a save function is performed on the Family Information
Page, HANDS will alert the user that the Representative’s Proof Of ID is required. See
Module 2: Figure 34 below.

Module 2: Figure 34: New Proof of Identity Record

The user will need to add the new Proof Of Identity record and click the Save button.

Change of Address

1. Access the Family Information Page.
2. Click inside the Address field that needs to be updated
3. Use the Backspace on your keyboard to delete the former address.
4. Enter the new address
5. Click the Save button.
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When the address is changed and a save function is performed on the Family Inform-
ation Page, HANDS will alert the user that the Register to Vote? field is required. See
Module 2: Figure 35 below.

Module 2: Figure 35: Change of Address

The user will need to answer the Register to Vote? field and click the Save button.

Change of Family Phone Information

1. Access the Family Information Page.
2. Click the edit icon on the right of the Family Phone Information.

Note: You may also delete the last phone number record by clicking on the Delete Icon.

3. When the Edit Icon is clicked, the edit box for the Family Phone Information will open.
4. Update the phone information as needed.
5. Click the OK button to close the box.
6. Click the Family Information Page Save button.

Change of Proxy

1. Access the Family Information Page.
2. Click inside the desired Proxy field and behind the proxy’s name
3. Use the Backspace on your keyboard to delete the previous proxy. See Module 2: Fig-
ure 36 below.
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Module 2: Figure 36: Change of Proxy

4. Enter the new proxy name and update the Proof of Identity.
5. Click the Save button.

Module 2: Figure 37: New Proxy on Family Information Page

The new proxy will be visible on the Family Information page, and the previous proxy’s
record will be visible in the Family & Information History. See Module 2: Figure 37
above.

Updating Client Information

Change of Client Name

1. Access the Client Information Page.
2. Click inside the Client name field and behind the name.
3. Use the Backspace on your keyboard to delete the former name. See Module
2: Figure 38 below.

Module 2: Figure 38: Client Name Change

4. Add the Client's new name.
5. Click the Save button.
The client’s new name will be visible on the Family Information page, and the former
name will be visible in the History section of HANDS. See Module 2: Figure 39 below.
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Module 2: Figure 39: Client's New Information

History - Family & Client Information

Family and Client record updates are recorded on the History page.

Access to the history page is through the WIC Services Navigation Pick Lists. The User
will need to click on History in the Navigation Pick List drop down. See Module 2: Figure
40 below.
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Module 2: Figure 40: History-Family & Client Information

The User will be taken directly to the History page. To view the history, the user will
select the appropriate certification date from the certification period field and click the Go
button. See Module 2: Figure 41 below.
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Module 2: Figure 41: History Page

The previous family and client information updates will be visible for the certification
period. See Module 2: Figure 42 below.

Module 2: Figure 42: Previous Family and Client Information Updates
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Module 3: Certification Fundamentals
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Module 3
Learning Objectives

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

l Recognize the name and purposes of the Certification
Work Flow pages.

l Select the appropriate Immunization Status.
l Complete an entireWIC Income Screening in HANDS
l Choose a Client Category for aWICClient
l Demonstrate the appropriate use of the Last Menstrual
Period, Expected Delivery Date and Actual Delivery Date
fields.

l Add an Anthropometric and BloodWork Record
l Identify the correct Graph for a client
l Select all applicableWICCodes for a Client’s cer-
tification

l Describe the difference between SystemGenerated and
Manually AssignedWICCodes

l Demonstrate the completion of aWIC Assessment
l Add a Nutrition Discussion record
l Update and/or Add aWICReferral record

Certification Work Flow Fundamentals
The HANDS WIC Certification pages are located in the WIC Services Module. The dis-
play, fields, and layout of each page are designed to offer a more intuitive, less repet-
itive, and consistent flow to the organization and collection of the data required for
certification. See Module 3: Figure 1 below.



HANDS WIC Clinic User Training Manual
73

Module 3: Figure 1: Certification Work Flow Certifications

The flow of the HANDS Certification pages includes adding the Family and Client Inform-
ation Pages and then followed by the subsequent entering of the required data on the
Income, Certification Action, Medical, Assessment, Care Plan/WIC Codes, and Food
Package pages.

Note: The Food Package pages include Assignment, Issuance, Formula Replacement,
and Void/Re-issuance.
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Also included in this certification work flow are the Family Appointments and Notes
pages.

The Immunization and Breastfeeding Surveillance pages only become available for
infant and children under two years old.

Other certification related functionality pages located in the WIC Services module
include:

Name of Functionality Page Access fromWIC Services Module
WIC Transfer of Family & Client Family & Client Search Page
Transfer to CSFP Family & Client Search Page
Out of State Transfer Navigation Pick List
Certification History Navigation Pick List
Breast Pump Issuance & Return Navigation Pick List
Breastfeeding Peer Counselor Navigation Pick List
Breastfeeding Promotion Navigation Pick List
Labels Navigation Pick List
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Immunization

The Immunization page is required for infants and children under two years old, and is
only available on the Certification Work Flow when a user accesses the child's record.

On the Immunization page, if the user selects a client in a category that is not applicable
for that page, the following page displays. See Module 3: Figure 2 below.

Module 3: Figure 2: Immunization Page
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Adding an Immunization Record

1. On the Immunization page, the user will complete an Immunization Verification by
choosing one of the following from the Doses Correct drop down:

l No
l Yes
l Unsure

Module 3: Figure 3: Adding an Immunization Record
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2. Complete Immunization Status.

l If choosing No, complete the No Assess Code.
l If choosing Yes, choose the What was used to Assess the Child's Immunization
Status.

l If choosing Unsure, complete the No Assess Code and/or What was used to
assess the child's immunization status field if applicable.

3. Choose the Referral Organization (Optional).

4. Click Save. See Module 3: Figure 3 above.

Hint: The Add button located at the bottom right of the page will become available for
adding an additional data on the next visit. See Module 3: Figure 4 below.

Module 3: Figure 4: Add Button
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Income Eligibility

The Income Eligibility page is used to document an income record for an entire family or
individual clients within the family.

The Income Eligibility page contains the Household or Family Size; Adjunct Eligibility;
Income providers; Monthly Income Breakdown and the Migrant, Homeless, Group Home,
Military, Refugee check boxes. See Module 3: Figure 5 below.

Module 3: Figure 5: Income Eligibility Page

Adding an Income Eligibility Record

Household:

Module 3: Figure 6: Household Information
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1. Click the Income Page located in the Certification Work Flow.. See Module 3: Figure 6
above.
2. The Income Dates will auto populate to the current date.
3. Add the Family Size (excluding Foster Children).
4. If one of the clients in the Family is a PG 1 or PG 2, click the Unborn Counted check
box within the family size if applicable.
5. Go on to Adjunct Eligibility.

Adjunct Eligibility

Programs: AHCCCS; FDPIR; Section 8; SNAP; TANF

Note: Programs are controlled by the State Agency and may change.

Responses in each program drop down field:

l Participating with Proof
l Participating No Proof
l Referred
l Family with Proof
l N/A

Module 3: Figure 7: Adjunct Eligibility

6. Choose the appropriate Adjunct Eligibility Program (s) and Response. See Module 3:
Figure 7 above.

Hint: The user can select one of the Adjunct Eligibility pick lists, type in the first letter of
the selection they would like to use, and then click the tab key on the keyboard which
will bring the user to the next pick list to repeat the process.

7. Go to Income Providers. See Module 3: Figure 8 below.
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Module 3: Figure 8: Income Providers

Income Provider
The Income Provider record is required in order to complete the income screening. This
is the section of the income screening where the user may add the income sources,
amounts, intervals, hours per week (if applicable), income documentation, and monthly
income amount. See Module 3: Figure 9 below.

Module 3: Figure 9: Income Provider

8. Click the Add button to activate the Add Income window. See 3: Figure 10 below.
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Module 3: Figure 10: Add Income window

9. Enter the income information and select which family members the income applies to
from the Family Members drop-down list.

10. Click OK. See Module 3: Figure 11 below.

Module 3: Figure 11: Income window

Hint: The current income can be changed if needed by clicking on the Edit or Delete but-
ton as necessary. The user may add as many income providers as needed to complete
the income screening.
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Monthly Income Breakdown

In the Monthly Income Breakdown, the total amount of income, either monthly or annu-
ally, is listed for each individual in the family. See Module 3: Figure 12 below.

Module 3: Figure 12: Monthly Income Breakdown

Hint: Click on the Details button to see the income details.

Migrant, Homeless, Group Home, Military, and Refugee

11. If applicable, choose from the following by clicking inside the check box. See Module
3: Figure 13 below.

Module 3: Figure 13: Migrant, Homeless, Group Home, Military, and Refugee check boxes

12. Remember: If the Migrant and/or Homeless check boxes are selected, The Migrant
and Homeless WIC Codes will be auto selected on the Care Plan page.

13. Once all the information is entered on the page, click Save. The page will look sim-
ilar to the screen below. See Module 3: Figure 14 below.
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Module 3: Figure 14: Information Page

Income Averaging

In the Income Providers section, there is a tool which may be used for averaging income.

1. Click Add in the Income Providers section of the Income page. See Module 3: Figure
15 below.

2. Click on the Income Averaging button.
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Module 3: Figure 15: Add Income

3. The Income Averaging window will display. See Module 3: Figure 16 below.

Module 3: Figure 16: Income Averaging window

4. Select the Interval and enter a dollar amount in the Amount field.
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5. To add additional income amounts, click the Add Amount button and a new Amount
field will appear. See Module 3: Figure 17 below.

Module 3: Figure 17: Add Additional Amount

The Total and Average fields are automatically calculated and are display only.

6. Click OK once all income amounts are entered.

7. Click Cancel to close the window and not use the Income Averaging data.

The amount in the Average field will display in the Amount field on the Add Income win-
dow and the Interval will default to the selected option from the Income Averaging win-
dow. See Module 3: Figure 18 below.
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Module 3: Figure 18: Average Amount displayed on Add Income

Documenting the Authorized Representative Signature during Income

WIC Clinics will have access to signature pads to collect the signatures of Authorized
Provider(s). HANDS offers functionality which will interface with the signature pads.

To collect the Authorized Representative Signature during the Income Screening:

1. Complete the entire Income Screening and Click the Save button.
2. Click the Get Signature button. See Module 3: Figure 19 below.
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Module 3: Figure 19: Documenting the Authorized Signature during Income

3. This will open the Signature Collection Page.
4. Ask the Authorized Representative to sign the signature pad.
5. After signing, the Authorized Representative will click OK on the signature pad.
6. Complete the Name and Comment (if applicable) fields.
7. Click the Save button. See Module 3: Figure 20 below.
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Module 3: Figure 20: Signature Collection Page

The Authorized Representative's Signature has been saved in HANDS.

Income Functionality Highlights

Zero Income

When an applicant or Authorized Representative claims zero income and this inform-
ation is entered into HANDS, the Waiver Form window will appear and allow the user to
print the required form.

Zero must be entered as an income provider record by clicking the Zero Income check
box in the Add Income Provider window.

The Amount, Interval and Documentation will populate automatically. The user will need
to select the specific family member(s) receiving the income screening and then click the
OK button. The save button should then be clicked to save the income record. See Mod-
ule 3: Figure 21 below.
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Module 3: Figure 21: Zero Income

When the income record has completed saving, HANDS will display the Income Waiver
Form Print window for printing the required form. See Module 3: Figures 22 and 23
below.

Module 3: Figure 22: Income Waiver Form window
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Module 3: Figure 23: Income Waiver Form

Income Screening: No Documentation

If a WIC Applicant or Authorized Representative fails to bring the required income doc-
umentation during certification, HANDS will allow the user to proceed with the cer-
tification and supplying up to 1 month of Food Benefits as dictated in policy.

The user must choose the Forgot to Bring Documentation option in the documentation
drop down located within the Add Provider Income window. See Module 3: Figure 24
below.



HANDS WIC Clinic User Training Manual
91

Module 3: Figure 24: Add Information

The user will need to enter the amount which was verbally stated by the WIC Applicant
or Authorized Representative. HANDS will not allow zero on the No Documentation
status. The appropriate interval and the Forgot Documentation Waiver item in the Docu-
mentation drop down list will also need to be added. Click OK and the income record
saved. See Module 3: Figure 25 below.
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Module 3: Figure 25: Saved Income Record
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After completing the save function for the income record, HANDS will place the Forgot
Documentation Icon beside the client's name. See Module 3: Figure 26 below.

Module 3: Figure 26: Forgot Documentation Icon
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Adding or Updating a New Income for an Existing Family/Client

1. To update or add a new income for a current WIC Family or client, the user will need
to access the Family/Income record and click the New Household Income button. See
Module 3: Figure 27 below.

Module 3: Figure 27: Adding or Updating a New income for an Existing Family / Client

2. The Income Page will be populated with the data from the prior certification.
3. If the income information has not changed since the last certification, the user may
simply save the new income record.
4. If the income information needs to be changed, proceed with the following steps:
5. Change the Family Size if required.
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6. Click the Lock icon to gain access to the Adjunct Eligibility section. This will clear the
information from the prior certification, so that the new Adjunct Eligibility information may
be added. See Module 3: Figure 28 below.
7. Add the new or updated Adjunct Eligibility information.
8. On Income Provider, use the Edit icon to edit the current income amount. Change to
the new income amount and click OK.
Another alternative is to delete the last Income Provider Record and add A New Income
Provider record.
9. Click save. The new income information will be displayed while the prior income
information may be found in the Certification History. (Access History from the Client
Information Navigation Pick List).

Click the Lock icon to unlock the Adjunct Eligibility section. The Unlock option won't be
available until 30 days prior to the Certification Due Date. See Module 3: Figure 29
below.

Module 3: Figure 28: New Income Information
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Module 3: Figure 29: Adding New Adjunct Eligibility Information

Add the new Adjunct Eligibility information. See Module 3: Figure 30 below.

Module 3: Figure 30: Adjunct Eligibility

The previous income provider entry can either be edited or deleted. A new Income Pro-
vider entry may be added. See Module 3: Figure 31 below.

Module 3: Figure 31: Income Provider Information

The new income record should be saved by clicking the Save button. This creates a new
Income record which can be edited or removed from the Income screen. See Module
3: Figure 32 below.



HANDS WIC Clinic User Training Manual
97

Note: User is only allowed to edit and delete income records if the Income Date is today.
The user would have to click the New Household Income button as was discussed pre-
viously.

Module 3: Figure 32: New Income Record

Adding Income for a Foster Child

When adding or updating an income record, HANDS will place the Foster Child in a
household of 1 and separate the income record automatically. The user must make sure
that the Foster Child check box on Client Information page has been checked for the cli-
ent and a separate Income Provider entry has been associated with the Foster Child's
name. See Module 3: Figure 33 below.
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Module 3: Figure 33: Adding Income for a Foster Child

To Add Income for a Foster Child

1. Go to the Income Page located in the Certification Work Flow.
2. Add or update household size if needed. Remember that a Foster child is not included
in the HANDS Household Size.
3. Add the Adjunct Eligibility Income Information for the foster child and other family mem-
bers if certifying all together.
4. Add income provider record.
5. In the Add Income Provider window, add the foster child's income information.
6. In the Foster Child drop down field, choose the foster child's name.
7. Click the OK button.
8. Add another income provider record for the other family members if applicable.See
Module 3: Figure 34 below.
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Module 3: Figure 34: Adding Income for a Foster Child

Module 3: Figure 35: Income Provider and Monthly Income Breakdown

9. The Income Provider and Monthly Income Breakdown for the Foster Child and Other
Family members are available to add when creating a new Income record. See Module
3: Figure 35 above.
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Module 3: Figure 36: Income Provider Information

When the Save button is clicked, HANDS will complete a separate income screening for
the Foster Child and list it on the Income Page. See Module 3: Figure 36 above.
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Certification Action

The Certification Action page is where the user will be able to choose a client category,
terminate a certification, extend a certification, reinstate a certification or complete a cat-
egory change. Also, State level staff will have the ability to disqualify a client from this
page. The Disqualify functionality will not be covered in this section.

After the completion of the Family. Client Information and Income pages, the user will
need to access the Certification Action page by clicking on the Cert tab from the Cer-
tification Work Flow. See Module 3: Figure 37 below.

Module 3: Figure 37: Certification Action

1. Choose the WIC Client Category that is the most appropriate.
2. Document Client Not Present & Reason if applicable.
3. Entered the required date (if applicable):
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l For PG1 & PG 2 clients, document the Last Menstrual Period or the Expected Deliv-
ery Date (EDD).

Remember: HANDS requires at least one of these fields be complete. HANDS will cal-
culate the other field for you.

l For the P or PostpartumWoman, or any Breastfeeding Woman category, enter the
Actual Delivery Date.

l For infant or child less than 2 years (C1) categories, complete the Expected Date
of Delivery field.

4. Click the Save button.

Hint: HANDS will guide you on which field is required for the Category Type by activ-
ating only the required field.

Client Category Change

1. On the Cert Action page select the client for the category change from the active
record. See Module 3: Figure 38 below.



HANDS WIC Clinic User Training Manual
103

Module 3: Figure 38: Certification Action-Client Category Change

2. Click the Category Change button, the change category window displays. See Mod-
ule 3: Figure 39 below.
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Module 3: Figure 39: Change Category window

3. Select the category for the client from the To drop-down list.

4. Click OK.

5. Click Save on the Cert Action page to save the category change. See Module 3: Fig-
ure 40 below.
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Module 3: Figure 40: Certification Action-Saving Client Category Change

Extending a Certification:

1. On the Cert Action page, select the client to extend from the active record.
2. Click the Extend Cert button, the Extend Certification Confirmation displays. See Mod-
ule 3: Figure 41 below.
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Module 3: Figure 41: Extending a Certification
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3. The Extend Certification Confirmation window displays. See Module 3: Figure 42
below.

Module 3: Figure 42: Extend Certification Confirmation

4. Click Yes, the certification is extended.

Note:Only Infant and Children will have the Extend Cert button on the Certification
Action page. User is allowed to extend the Client's certification for 30 days and the but-
ton can only be used once per certification period.
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Medical

The Medical page is used to view birth data, view anthropometric changes and doc-
ument Anthropometric data, Blood work data or pending lab codes. You will also be able
to view growth charts for clients.

Adding an Anthropometric Measurement

1. Click on the Medical tab at the top of the page. The Medical page displays. See Mod-
ule 3,: Figure 43 below.

Module 3: Figure 43: Adding an Anthropometric Measurement



HANDS WIC Clinic User Training Manual
109

2. Click the Add Anthro button to add anthropometric data. See Module 3: Figure 44
below.

Hint: You may switch to the Metric display at any time by clicking on the blue Metric link.

Infant or Child Anthropometric Measurement window

Module 3: Figure 44: Infant or Child Anthropometric Measurement window

Woman Anthropometric Measurement window
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Module 3: Figure 45: Woman Client Anthropometric Measurement window

3. Enter the Anthropometric Data for an infant or child less than 2 years by adding the
birth weight and height and then clicking Add Anthro button for the Clinic measurement
(if applicable). See Module 3: Figure 45 above.

4. For a child over 2, the birth weight and height fields are not available. Click the Add
button to enter a weight and height.

5. For the woman client, add the Pre pregnancy Weight, Current Weight and Height, and
Delivery Weight (if applicable).

6. The anthropometric data will display in the appropriate grid.

Blood work

1. Click on the Add Blood work button to add blood work data. See Module 3: Figure 46
below.

Module 3: Figure 46: Blood work Data

Module 3: Figure 47: Add Blood work

2. After the blood work data is entered, click OK. See Module 3: Figure 47 above.

3. You may need to enter pending lab codes instead of anthro or blood work data.

4. Click the Add Pending Lab Code button. The Add Pending Lab code window dis-
plays. See Module 3: Figure 48 below.
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Module 3: Figure 48: Add Pending Lab Code

5. The data will display in the grid. See Module 3: Figure 49 below.

Module 3: Figure 49: Medical Data Grid
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6. Click Save on the Medical page to save the information entered.

Graphs

1. From the active record, select the client you want.

2. Click on the Medical tab.

3. Click on the Graphs button on the Medical page. See Module 3: Figure 50 below.

Note:The Prenatal Weight Gain graphs available in HANDS include Normal, Obese,
Overweight, and Underweight. HANDS will populate the appropriate Prenatal Weight
Gain graph based on the woman's BMI and if she is pregnant with a single baby or mul-
tiple.

Module 3: Figure 50: Graphs

4. Select the Graph Type from the drop down list and click View Graph. The graph will
display. See Module 3: Figure 51 below.
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Module 3: Figure 51: Graph Display

The graph will display. See Module 3: Figure 52 below.

Module 3: Figure 52: Graph
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5. To zoom in on the data in the graph click the Zoom Tool button. The Zoom Tool dis-
plays. See Module 3: Figure 53 below.

Module 3: Figure 53: Graph Zoom Tool

6. Highlight the area you want to zoom by clicking and dragging the mouse, which will
display the highlighted area in the main graph. See Module 3: Figure 54 below.
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Module 3: Figure 54: Zoomed In Graph

7. Click the Close button to close the Graph Zoom Tool.

8. Click the Print button to print the graph that is displayed on the page.

Remember: If the graph is zoomed in the zoomed in view will be the one that is printed.

9. Click the Reset Graph button to set the graph back to its original view.

10. You can select another graph from the drop down list to view or click the Medical but-
ton to return to the Medical page.

Signatures and Printing Rights & Obligations from the Medical Page:

The Authorized Representative's Signature and Rights and Obligations Form may be col-
lected and printed from the Medical page.

1. On the Medical page, click the signatures button. See Module 3: Figure 55 below.

Module 3: Figure 55: Signatures Button on Medical Page

The Signature Page displays. See Module 3: Figure 56 below.
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Module 3: Figure 56: Signatures Page

2. The client signs the signature pad and clicks OK to accept the signature. If the client
wants to resign, they can click Clear and sign the signature pad again.

3. On the Signature page the Client ID field is defaulted from the Medical page but a dif-
ferent Client can be selected from the drop down list.

4. The user can also enter a comment if desired.

5. Once the user clicks OK on the signature pad, the user still has to save the information
on the page. See Module 3: Figure 57 below.
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Module 3: Figure 57: Signatures Captured

6. To discard the information entered, click the Reset button at the bottom of the page.

7. To save the information entered, click the Save button at the bottom of the page.

8. When you enter the Signature page again, it will display the signature history. See
Module 3: Figure 58 below.
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Module 3: Figure 58: Signatures Saved

Printing the Rights and Obligations Form from the Medical Page:

After the Authorized Representative signature has been collected, the Rights and Oblig-
ations form may be printed from the Medical Page.

1. On the Client's Medical Page, click the Rights & Obligations button. See Module
3: Figure 59 below.

Module 3: Figure 59: Printing the Rights and Obligations Form from the Medical Page

2. The Rights & Obligations form and the PDF printing options window will display.
3. Click the printer icon to print a copy of the form. See Module 3: Figure 60 below.
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Module 3: Figure 60: Rights & Obligation Form



HANDS WIC Clinic User Training Manual
120

Assessment

The Assessment page will be used to Calculate WIC Codes, Preview WIC Codes and
Complete Assessment. All questions will be client based and the Assessment will be
broken into four sections:

1. Assessment Main Groups (A, B, C, D, and E), Assessment Topics, and Probing Ques-
tions

l A) Anthropometric
l B) Biochemical
l C) Clinical
l D) Diet and Nutrition
l E) Environmental

2. Contains Probing Questions which are associated with each of the WIC Code Groups.

3. All WIC Codes are listed for each Assessment Main Group. System generated WIC
Codes will be display only and users will be allowed to manually assign WIC Codes.
Only those WIC Codes associated with the selected Client's Category will be available
for selection.

4. WIC Codes Summary panel displays HANDS system generated WIC Codes and
manually assigned WIC Codes.

System Generated WIC Codes
Based upon previously entered data located on prior pages in the client record, HANDS
will assign what is called system generated WIC Codes. This is when the data fits the cri-
teria for the System Generated WIC Code. For example, if a PG2 client's Hemoglobin
measurement is 10.0 gm/dl, HANDS will determine that the value meets the requirement
for Anemia and will generate a 201 WIC Code on the Assessment page. See Module 3:
Figure 61 below.



HANDS WIC Clinic User Training Manual
121

Module 3: Figure 61: System Generated WIC Codes

Adding WIC Codes for a Client

1. Click on the Assessment Page located in the WIC Services/Certification Work Flow.

2. All system generated WIC Codes will automatically display in the WIC Codes Sum-
mary section. System generated WIC Codes cannot be changed unless you update data
that generates the codes, i.e. Medical Data.

3. Click on each Assessment Main Groups (groups A thru E) to display the WIC Codes
associated with that group. Click on the Probing Questions bar (to the right) in order to
display the probing questions associated with each of the Main Groups and Topics.
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Hint: User does not have to progress through the Assessment Main Groups or Assess-
ment Group questions in any particular order.

4. To manually assign WIC Codes, click the check box next to the appropriate code in
the WIC Codes section and the WIC Code will display in the WIC Codes Summary sec-
tion.

5. To see the detailed description of a particular WIC Code, click the + to the left of the
WIC Code and the detailed description displays.

6. Remember: You will need to complete all of the Assessment Group question data
entry fields in order to proceed with the certification. See Module 3: Figure 62 below.

Module 3: Figure 62: Adding WIC Codes for a Client

7. WIC Codes are assigned, click Save.

8. If there are previous Assessments, you can select the assessment you want to view
from the Assessment History drop-down list and click Go to view that Assessment.

9. To add a new Assessment, click the Add button.

10. If you need to change data you can make changes and click the Recalculate WIC
Codes button, then click the Save. See Module 3: Figure 63 below.
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Module 3: Figure 63: Viewing and Adding Assessments
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Care Plan

The Care Plan page allows for the review of the WIC Codes assigned to the client, Nutri-
tion topics, and Referrals. The user may add additional Nutrition Discussion topics and
add additional Referrals if needed. The pages on this screen do not need to be com-
pleted in order.

1. Click on the Care Plan page located in the WIC Services/Certification Work Flow. See
Module 3: Figure 64 below.

Module 3: Figure 64: Care Plan
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2. You will see on the WIC Codes tab that the WIC Codes which have been assigned on
the Assessment page are listed for the selected client. The Date Added information will
not be populated until the assessment has been completed on the Care Plan page.

3. All WIC Codes listed are inactive until the Complete Assessment button has been
clicked. Do not click the button yet. The Referrals tab will need to be completed.

4. Go to Referrals Tab.

5. The Referrals record are transferred from the income screen. See Module 3: Figure 65
below.

Module 3: Figure 65: Referral Records

6. If the user clicks the Complete Assessment without updating the Referral record, a
message window will appear informing the user about the missing Referrals. See Mod-
ule 3: Figure 66 below.

Module 3: Figure 66: Complete Assessment
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Note: If the user is missing any data required for completing a valid certification an error
message will display informing them what still needs to be completed. See Module 3:
Figure 66.

7. On the Referral Record, click the Edit icon beside each referral listing. Choose the
appropriate status. Click OK. Repeat these steps for each referral listing. See Module
3: Figures 67 and 68 below.

8. Click Save.

Module 3: Figure 67: Edit Record window

Module 3: Figure 68: Referrals Record

Hint: Each client's mandatory referral record may be completed while the user com-
pletes the income screening. This will automatically transfer to the Referrals page.
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9. Click the Complete Assessment to certify the Client. See Module 3: Figure 69 below.

Module 3: Figure 69: Client Certification

10. The Assessment has been completed, and the WIC Codes are now active. See Mod-
ule 3: Figure 70 below.

Module 3: Figure 70: Activated WIC Codes

11. High Risk priority and designation are also on this page. See Module 3: Figure 71
below.

Module 3: Figure 71: High Risk Priority and Designation
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12. If you want to print the care plan from this page, you can select the check box to the
left of each WIC Code displayed in the WIC Codes Grid that you would like printed on
the care plan and click the Print Care Plan button at the bottom of the page.

Nutrition Discussion: Individual & Group Documentation

The Nutrition Discussion Documentation tab is located in the WIC Services Certification
Work Flow under the Care Plan Page. This page may be accessed at any time to doc-
ument both individual and group nutrition discussion. See Module 3: Figure 72 below.

Module 3: Figure 72: Nutrition Discussion

1. To add additional Nutrition Discussion topics for an individual or group, go to the
Clare Plan page and click the Nutrition Discussion tab.

2. Click the Add button for Nutrition Discussion.

3. The Nutrition Discussion Add Topics window will display and become available for
entry. See Module 3: Figure 73 below.
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Module 3: Figure 73: Add Button

4. Choose the appropriate Nutrition Discussion topic(s). You may choose one, several or
all topics available on the drop down list.

5. Choose the Individual or Group Type (of Nutrition Discussion) as appropriate.

6. Click OK.

7. The topic will display in the grid. Click Save to save if new information was added.

Referrals Documentation

The Referrals tab is located in the WIC Services Certification Work Flow under the Care
Plan Page. This page may be accessed at any time to document referrals for a family
and/or client. See Module 3: Figure 74 below.
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Module 3: Figure 74: Referrals Documentation

The Referrals may be added manually or they may be transferred from the last cer-
tification's income screening on the Income page. See Module 3: Figure 75 below.

Module 3: Figure 75: Adding Referrals

To Add a Referral to a Family or Client Record

1. Go to the WIC Services/Certification Work Flow/ Care Plan Page.
2. Click the Referrals tab.
3. Click Add New Record. See Module 3: Figure 76 below.
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Module 3: Figure 76: Adding a New Record

4. Choose the program and organization.
5. Choose the Referred status.
6. Click OK.
7. Remember to also click the Save button on the Care Plan page. See Module 3: Figure
77 below.

Module 3: Figure 77: Referrals Page

Note: Referrals may be edited or deleted at any time by using the edit and delete icons
located beside each listed referral. However, system assigned referrals can not be
edited or deleted once a status has been saved for them.
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Module 4: Food Packages & Food Issu-
ance
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Module 4
Learning Objectives

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

l Identify the name and purpose of the Food Package
Page tabs

l Demonstrate a search for a Standard Food Package
l Complete a search of All Food Packages
l Choose and save aWIC Food Package for a client
l Assignmultiple Food Packages for a client
l Utilize the scanning function to scan a Formula Pre-
scription

l Complete a Food Package Issuance and printing of
checks

l Utilize the Signature Pad function
l Demonstrate the Formula Replacement procedure
l Complete a void/reissuance procedure
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WIC Food Package

The Food Package page is used for assigning food packages to clients, issuing the
assigned food packages, formula replacement, and void/reissuance of benefits.
The fields and functions on the Food Package page have been consolidated and the
searching of food packages streamlined.

The Food Package page contains the Assignment; Issuance; Formula Replacement and
Void/Reissuance tabs. When a user goes to the Food Package page, the Food Package
Assignment tab will be the first displayed. See Module 4: Figure 1 below.

Module 4: Figure 1: Food Package Page
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Food Package Assignment

The Food Package Assignment page allows the user to look up and assign food pack-
ages for a client based on the following:

l Add using the Food Package ID.
l Search and Select from Standard Food Packages for the Client Category.
l Search and Select from All Available Food Packages for the Client Category.
l Search and Select a Food Package based upon specific Search Criteria.

1. To complete these functions, access the food package tab and complete the following
steps depending on the process required to assign a food package. Once certification or
re-certification tasks have been completed, the user can click on the Food Package
page tab.

A. To add Food Package using the Add button

1. If you know the Food Package ID that you would like to add, click the Add button. See
Module 4: Figure 2 below.

Module 4: Figure 2: Adding Food Package Using Add button

2.. The Add window displays. See Module 4: Figure 3 below.

Hint: If the user enters a food package through the Add Window, the Food
Package ID will be needed.
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Module 4: Figure 3: Add Window Display

3. Enter the Food Package ID and click OK. The Food Package information is displayed
in the grid on the Food Package Assignment page. See Module 4: Figure 4 below.

Module 4: Figure 4: Food Package Information

4. Click Save to save the food package.
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Standard Food Packages

A. To Search, Select & Save a Standard Food Package

When a user searches for food packages HANDS will display the search results for all
Standard Food Packages available for the Client's Category. For example, if the client is
a child, the user may search for all standard food packages for that child's category,
whether a C1, C2, C3 or C4. The Show Standard selection is defaulted and the page
will display the standard food packages for the client selected.

1. On the WIC Services/Food Package page/Assignment tab, click the Show Standard
radio button.
2. Click the Search button.
3. Choose the food package by selecting the check box in the search results next to the
food package that is desired.
4. Click the Select Food Packages button. The food packages will appear in the Food
Packages Selected section of the Assignment tab.
5. Click the Save button to save the food package. See Module 4: Figure 5 below.

Module 4: Figure 5: Searching, Selecting, and Saving a Standard Food Package

Selecting from all Food Packages
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A. Searching, Selecting and Saving from All Food Packages

If a user would like to broaden the scope of search results to include packages that are
not the standard packages for the participant category, the "Show All" method should be
used.

1. On the WIC Services/Food Package page/Assignment tab, click the Show All radio
button.
2. Click the Search button.
3. Choose the food package by selecting the check box in the search results next to the
food package that is desired.
4. Click the Select Food Packages button. The food packages will appear in the Food
Packages Selected section of the Assignment tab.
5. Click the Save button to save the food package. See Module 5: Figure 6 below.
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Module 4: Figure 6: Searching, Selecting, and Saving from All Food Packages

Food Package Search Criteria
A. Searching, Selecting and Adding a Food Package Using Search Criteria

You may also lookup a specific package by entering search criteria in the top portion of
the page and clicking Search.

1. Enter the information within the specific search criteria. You may use only 1 criteria or
a combination of criteria.
2. Click the Show All Radio button.
3. Click Search.
4.Click the "Select Food Packages" button. All Food Packages which contain the inform-
ation listed in the Search Criteria will be displayed.
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5. Choose the food package by selecting the check box in the search results next to the
food package that is desired.
6. Click the Save button to save the food package. See Module 4: Figure 7 below.

Module 4: Figure 7: Searching, Selecting, and Adding a Food Package Using Search Criteria

Choosing Multiple Food Packages for a Infant Certifications:

For the infant, the user will only need to add one food package at the initial certification
while HANDS will automatically change the food package to add the baby foods when
the infant turns 6 months. See Module 4: Figure 8 and Module 4: Figure 9 below.



HANDS WIC Clinic User Training Manual
142

Module 4: Figure 8: Choosing Multiple Food Packages for Infant Children
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Module 4: Figure 9: Example of a Food Package for Infant Child

A. Multiple Food Packages for a Client with a Category Change:

This child is 22 months old and will be receiving the whole milk package for 2 more
months. At 24 months, the child will need the low fat milk package.

The user should add the two food packages with the appropriate end dates.

1. In the HANDS Food Package Page, search and select the whole milk and low fat milk
packages.
2. Click the Select Packages button.
3. HANDS will set the Effective and End dates to prevent overlapping.
4. Click the Save button. See Module 4: Figure 10 below.



HANDS WIC Clinic User Training Manual
144

Module 4: Figure 10: Multiple Food Packages for a Client with a Client Change

Scanning Prescriptions

The system will allow the user to scan in a prescription.

1. On the Food Package Assignment Tab, click the Scan Prescriptions button. See Mod-
ule 4: Figure 11 below.
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Module 4: Figure 11: Scan Prescriptions button

2. The Scan page displays. See Module 4: Figure 12 below.

Module 4: Figure 12: Scan Page

Hint: You will see a box on the page that should have a blue line around it. If the line is
red, there is a connection problem and HANDS cannot communicate to the scanner and
you will not be able to scan a document until the box has a blue line.

3. Enter a Title, Description if desired, and select the Color Mode. Color will scan the doc-
ument in color and Gray scale will scan the document in black and white.

Hint: Color may take up more space, so use color only when necessary to preserve
image quality.

4. Place the document on the scanner and click the Scan button at the bottom of the
page. You will see the scan progress window. See Module 4: Figure 13 below.
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Module 4: Figure 13: Scanning Document
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5. The image that was scanned will display in the box on the Scan page. See Module 4:
Figure 14 below.

Module 4: Figure 14: Document Scanned
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6. Click the Save button at the bottom of the Scan page.

7. Click Back to Client Information tab at the top of the page to return to the Client page.
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Food Benefit Issuance

After all participating family members have been assigned food packages and sup-
porting documentation has been scanned, next comes Food Benefit Issuance.

1. On the Food Package page, click on the Issuance tab. The Issuance page displays.
See Module 4: Figure 15 below.

Module 4: Figure 15: Food Benefits Issuance Page

2. All the clients in the family will be listed in the grid but only the clients eligible to
receive checks will have the check box next to their Client ID selected.
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3. Select the Pick Up Intervals for each client package by clicking the Edit icon. See Mod-
ule 4: Figure 16 below.

Module 4: Figure 16: Pick Up Intervals Drop-down in Edit Icon

4. Select the Pick Up Intervals from the drop down list and click OK. The information
selected will display in the grid. See Module 4: Figure 17 below.

Module 4: Figure 17: Pick Up Intervals Issuance Information Grid

5. If applicable, select the Rights and Obligations, Rules and Regulations, or Education
for 2nd Authorized Rep/Proxy check boxes.

6. Click Save. See Module 4: Figure 18 below.

Module 4: Figure 18: Save button
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A. Printing Food Benefits:

Note: Benefits for all of the clients in a family can be printed at the same time or sep-
arately.

1. On the Issuance Tab, click the Print Checks button. You may also click the Preview
Checks button to review the checks before printing. See Module 4: Figure 19 below.

Module 4: Figure 19: Printing Food Benefits
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2. The Check Printing message window will inform you that the client's checks are print-
ing from your assigned WIC Clinic MICR printer. See Module 4: Figure 20 below.

Module 4: Figure 20: Hands Check Printing Box
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B. Food Benefit Issuance Signatures

1. Click the Signatures button at the bottom of the page. The Signature page displays.
See Module 4: Figure 21 below.

Module 4: Figure 21: Food Benefit Issuance Signatures Page

2. The user selects the client.

3. The client signs the signature pad and clicks "OK" to accept the signature or selects
"Clear" to retry the signature. See Module 4: Figure 22 below.
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Module 4: Figure 22: Food Benefit Issuance Signature Pad

4. The user selects either the "Reset" button to start over or the "Save" button to save the
information before proceeding. See Module 4: Figure 23 below.

Note:Once the client clicks OK on the signature pad, the user still has to save the inform-
ation on the page.

5. On the Signature page the Client ID field is defaulted from the previous page but a dif-
ferent Client can be selected from the drop down list.

6. The user can also enter a comment if desired.
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Module 4: Figure 23: Example Food Benefit Issuance Signature Pad

6. To discard the information entered, click the Reset button at the bottom of the page.

7. To save the information entered, click the Save button at the bottom of the page. See
Module 4: Figure 24 below.

8. When you enter the Signature page again, it will display the signature history.
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Module 4: Figure 24: Food Benefits Issuance Signature History
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Food Package: Formula Replacement

Before you can process a formula replacement, you will need to assign a new package
to the client and disable the old package.

1. Click on the Assignment tab on the Food Package page. The current food package
will be displayed in the grid.

2. Click Add if you know the Food Package ID or click Search to lookup a package to
assign a new package to the client. The new food package will be displayed in the grid.
See Module 4: Figure 25 below.

Module 4: Figure 25: Food Package Formula Replacement Steps 1 & 2

3. Click the edit icon for the food package that you want to disable. The Edit window for
that food package is displayed. See Module 4: Figure 26 below.

Module 4: Figure 26: Food Package Formula Replacement Step 3
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4. Click the Disable Yes radio button and click OK.

5. Click Save on the Food Package Assignment page. See Module 4: Figure 27 below.

Module 4: Figure 27: Food Package Formula Replacement Edit Page

6. Click on the Formula Replacement tab on the Food Package page. All checks avail-
able for replacement will be displayed in the grid. See Module 4: Figure 28 below.
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Module 4: Figure 28: Food Package Formula Replacement Steps 7-9

7. You can preview the check you want to replace by clicking on the Preview Check but-
ton next to the serial number. The Check Preview window displays. See Module 4: Fig-
ure 29 below.
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Module 4: Figure 29: Check Preview Window

Click OK to close the Check Preview window.

8 / 9. Select the check box next to each of the formula checks you want to replace and
click the Edit icon to select the replacement check. The Edit window displays. See Mod-
ule 4: Figure 30 below.

Module 4: Figure 30: Edit Window Displays

10. Choose the Replacement Checks and click the OK button. See Module 4: Figure 31
below.
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Module 4: Figure 31: Edit Replacement Checks Window

11. Click the Replace Checks button on the Food Package Formula Replacement page.
See Module 4: Figure 32 below.

Module 4: Figure 32: Replace Checks button on Food Package Formula Replacement Page

12. The previous formula checks will be removed from the page, the new checks are dis-
played, and the checks are automatically printed.
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Food Package: Void/Reissuance

A. Voiding a Selected Check

1. Click on the Void/Reissuance tab on the Food Package page. All food benefits eli-
gible for void or reissue will be displayed in the grid.

2. Choose the Void Reason.

3. Select the check box beside the Check Serial Number(s).

4. You can preview the check you want to void/reissue by clicking on the Preview Check
button for a particular food benefit. The Check Preview window displays. See Module 4:
Figure 33 below.

Module 4: Figure 33: Voiding a Selected Check
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5. To void a selected check, click the Void Selected Checks button. See Module 4: Fig-
ure 34 below.

Module 4: Figure 34: Void Selected Checks button

B. Void/Reissue Selected Checks

The Void/Reissue Selected Checks buttons is used for the replacement of Food Instru-
ments from the current package. It is for routine replacement of checks such as a printer
problems or Clinic error. It is not for the replacement of Food Benefits which occurs dur-
ing a Food Package change.

1. Click on the Void/Reissuance tab on the Food Package page. All food benefits eli-
gible for void or reissue will be displayed in the grid.

2. Choose the Void Reason.

3. Select the check box beside the Check Serial Number(s). See Module 4: Figure 35
below.
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Module 4: Figure 35: Void / Reissue Selected Checks

4. You can preview the check you want to void/reissue by clicking on the Preview Check
button for a particular food benefit. The Check Preview window displays. See Module 4:
Figure 36 below.

Module 4: Figure 36: Check Preview Window Display
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5. Click the Void/Selected Checks button.

6. The selected check is voided and a new check is printed. See Module 4: Figure 37
below.

Module 4: Figure 37: Void / Selected Checks button

C. Voiding/Reissuing an Entire Month

This button is also used for replacing food packages for any client category who needs a
food package change which does not involve formula replacement.

D.Food Package Replacement using the Voiding/Reissuing Entire
Month button

To replace a food package which does not contain formula, you will need to assign a
new package to the client and disable the old package.

1. Click on the Assignment tab on the Food Package page. The current food package
will be displayed in the grid.

2. Click Add if you know the Food or click Search to lookup a package to assign a new
package to the client. The new food package will be displayed in the grid. See Module 4:
Figure 38 below.
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Module 4: Figure 38: Food Package Replacement Using Void / Reissue Entire Month button

3. Click the edit icon for the food package that you want to disable. The Edit window for
that food package is displayed. See Module 4: Figure 39 below.

Module 4: Figure 39: Edit Window for Food Package Display

4. Click the Disable Yes radio button and click OK.

5. Click Save on the Food Package Assignment page. See Module 4: Figure 40 below.
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Module 4: Figure 40: Save button on Food Package Assignment Page

6. Search and Select the new Food Package. See Module 4: Figure 41 below.
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Module 4: Figure 41: Search and Select New Food Package Page

7. The new Food Package will show up on the Food Packages Selected display. See
Module 4: Figure 42 below.

Module 4: Figure 42: New Food Package Display

8. Click the Save button.

9. Go to the Void/Reissuance Tab.

10. Choose the Void Reason, Replacement or Food Package Change.
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11. Click the check box beside the FI numbers associated with the old package.

12. Click the Void/Reissue Entire Month button. See Module 4: Figure 43 below.

Module 4: Figure 43: Steps 10-12 for Food Replacement Using Void / Reissue for Entire Month

13. The current food benefits are voided and the new Food Package benefits are printed.
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Food Benefits Look Up Page

1. In the WIC Services Family Information or Client Information page, click on the Nav-
igation Pick List. Choose the FB Look Up in the Navigation Pick List drop down. See
Module 4: Figure 44 below.

Module 4: Figure 44: FB Lookup in Navigation Pick List

2. On the FB Look Up Page, enter the search criteria required. See Module 4: Figure 45
below.
You may search by the following:

l Family ID
l Client ID
l First Date & Last Date to Use Range
l Serial Number Range
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Module 4: Figure 45: Search Criteria on FB Lookup Page

3. Click the Search button.
4. The Food Issuance Information displays.
5. The user may review a check listed by clicking the Preview Check button. See Mod-
ule 4: Figure 46 below.
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Module 4: Figure 46: Food Information Issuance Display
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Module 5: Breastfeeding Surveillance,
Breast Pump Issuance & Return, Peer
Counseling & Breastfeeding Promotion
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Module 5
Learning Objectives

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

l Complete the Breastfeeding Surveillance for all Infant
Categories.

l Demonstrate the issuance of a breast pump in HANDS
l Demonstrate the return of a breast pump in HANDS
l Utilize the Breast PumpRelease Form and Signature
function

l Add a Breastfeeding Peer Counselor Contact
l Complete the Printing of a Breastfeeding Peer Coun-
selor Referral Form

l Add a Breastfeeding Promotional Item record
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Breastfeeding Surveillance

The Breastfeeding Surveillance is part of the Certification Work flow within the
WIC Services Module.

On the Certification Work Flow, the Breastfeeding Surveillance becomes available when
an infant category is chosen on the Certification Action Page. It is only available for an
infant category.

On the Breastfeeding Surveillance page, if the user selects a client in a category that is
not applicable for that page, the following message displays. See Module 5: Figure 1
below.

Module 5: Figure 1: Inappropriate Category Message

The Breastfeeding Surveillance collects an infant's breastfeeding initiation, duration, for-
mula initiation (if any), and reason for stopping (if any). This will help HANDS to create
Breastfeeding related Reports and determine the Clinic, Local agency, and State breast-
feeding rates. See Module 5: Figure 2 below.
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Module 5: Figure 2: Breastfeeding Surveillance

1. Select the BF Surveillance tab at the top of the page and the Breastfeeding Sur-
veillance page will display.
2. Choose the appropriate radio button for the Is this Infant/Child currently breastfeeding
field.
3. Choose the appropriate radio button (yes or no) for the Has this Infant/Child ever been
breastfed field.
4. If applicable, enter the age of the Infant/Child when he/she completely stopped breast-
feeding in Days, Weeks, or Months.



HANDS WIC Clinic User Training Manual
177

5. If applicable, choose the Why did you stop breastfeeding reason from the drop down
list field.
6. If applicable, enter the age that the Infant/Child was first fed something other than
breast milk. The age may be entered in days, weeks or months.
7. If nothing other than breast milk has been given to the infant, click the Not Applicable,
Nothing Given check box.
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Breast Pump Issuance and Return

The Breast Pump Issuance and Return page is used to issue a personal or hospital
grade breast pump to a client or to return a pump to the Clinic. The page can be
accessed from the navigation drop-down list while in WIC Services. A client can only be
issued a breast pump if they are certified in one of the following categories: EN, P, PN,
PN+, PG1 or PG2. See Module 5: Figure 3 below.

Breast Pump Issuance and Return Navigation:

Module 5: Figure 3: Breast Pump Issuance and Return Navigation Page

1. The Breast Pump Issuance and Return page may be reached from the WIC Services
Navigation Pick List.
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2. The user may do a search for the client and then access the page through the pick list
or navigate directly to the Breast Pump Issuance and Return page without a prior search.

3. When the Breast Pump Issuance and Return page is reached, the Client ID will either
be visible in the Client ID field or will have to be added manually.

Issuing a Breast Pump

1. Client ID should be available on the Breast Pump Issuance and Return Page; If not,
enter the Client ID.

2. The user may search for the client's current breast pump issuance record, if available,
by clicking the search button.

3. To issue a breast pump, click the Issue Button. See Module 5: Figure 4 below.

Module 5: Figure 4: Issue Breast Pump

The Breast Pump Issuance page will display.

4. On the Breast Pump Issue page, choose the pump serial number to be issued.

5. The Pump Status and Type will auto populate with the selected pump information.
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6. The Issue Date will auto populate with today's date. Change the date if needed.

7. Enter the Due Date if required.

8. Enter a comment if needed.

9. Click Save. See Module 5: Figure 5 below.

Module 5: Figure 5: Breast Pump Issuance Page

Collecting the Breast Pump Issuance Signature

For a Breast Pump that is scheduled to be returned, such as a Hospital Grade Electric
Pump, the Client signature may be collected and Breast Pump Release Form printed
and issued to the client.

Breast Pump Issuance Signature:

1. On the Breast pump Issuance page, click on the Breast Pump Serial number asso-
ciated with the Client. See Module 5: Figure 6 below.
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Module 5: Figure 6: Breast Pump Issuance Page

The Breast Pump Information page will display.

2. Click the Signatures button at the bottom of the page. See Module 5: Figure 7 below.

Module 5: Figure 7: Breast Pump Information Page



HANDS WIC Clinic User Training Manual
182

The Signature page displays. See Module 5: Figure 8 below.

Module 5: Figure 8: Signature Page Display

3. The client signs the signature pad and clicks OK to accept the signature. If the client
wants to resign, they can click Clear and sign the signature pad again.

4. On the Signature page the Client ID field is defaulted from the previous page but a dif-
ferent Client can be selected from the drop down list.

5. The user can also enter a comment if desired.

6. Once the user clicks OK on the signature pad, the user still has to save the information
on the page. See Module 5: Figure 9 below.
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Module 5: Figure 9: Signature Pad

7. To discard the information entered, click the Reset button at the bottom of the page.

8. To save the information entered, click the Save button at the bottom of the page.

9. When you enter the Signature page again, it will display the signature history. See
Module 5: Figure 10 below.
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Module 5: Figure 10: Signature History

Issuing the Breast Pump Release Form

1. On the Breast pump Information Page, click on the Breast pump Release Form button
at the bottom of the page. See Module 5: Figure 11 below.
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Module 5:Figure 11: Breast Pump Information Page

2. In the Print Breast Pump Release Form box, select the form based upon the type of
Breast Pump.See Module 5: Figure 12 below.

Module 5: Figure 12: Print Breast Pump Release Form Box

3. Click the Print button.

4. The Breast Pump Release Form and the printing options box will display.

5. Click the Printer Icon in the printing options box to print the form.

6. Click the OK Button to close the box. See Module 5: Figure 13 below.
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Module 5: Figure 13: Breast Pump Release Printer Form

Returning a Breast Pump

When breast pumps are returned to the WIC Clinic, the user may go directly to the Breast
pump Issuance and Return page and complete a search by the Serial or Client ID num-
ber. The Breast Pump information will display and an Edit icon will become available for
the user to access. See Module 5: Figure 14 below.
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Module 5: Figure 14: Returning a Breast Pump

1. On the Breast Pump Issuance and Return Page, enter either the pump Serial Number
or Client ID.

2. Click Search.

3. In the breast pump information display, click the Edit Icon beside the breast pump
Serial Number. This will bring you to the Breast Pump Issue Page. See Module 5: Figure
15 below.
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Module 5: Figure 15: Breast Pump Issue Page

4. In the Pump Status drop down list, choose Returned.

5. Enter the Actual Return Date.
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6. Click Save.See Module 5: Figure 16 below.

Module 5: Figure 16: Pump Status Updated Page
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Breastfeeding Peer Counselor

The Breastfeeding Peer Counselor page is used to document contact with a breast-
feeding client. Peer counseling can only be documented for a client if they are certified in
one of the following categories: EN, IEN, IPN, IPN+, P, PN, PN+, PG1 or PG2.

Breastfeeding Peer Counselor Page Navigation:

To reach the Breastfeeding Peer Counselor Page, the user will need to access the
Navigation Pick List located within the Family or Client Information pages. See Module
5: Figure 17 below.

Module 5: Figure 17: Breastfeeding Peer Counselor Page Navigation
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The Breastfeeding Peer Counselor page displays.

Adding a Breastfeeding Peer Counselor Record

Module 5: Figure 18: Adding a Breastfeeding Peer Counselor Page

1. On the Breastfeeding Peer Counselor page, click the Add button located in the
Contact Information section. See Module 5: Figure 18 above.

2. Complete the required fields in the Add Contact Information box. See Module 5: Fig-
ure 19 below.
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Module 5: Figure 19: Add Contact Information Box

3. Click OK.

4. Click Save on the Breastfeeding Peer Counselor page.

5. The contact record will display in the grid. See Module 5: Figure 20 below.
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Module 5: Figure 20: Contact Record Grid

Printing Breastfeeding Peer Counselor Referral Form

1. Click the Print Referral Form located at the bottom of the Breastfeeding Peer Coun-
selor Page. See Module 5: Figure 21 below.

Module 5: Figure 21: Print Retrieval Form

2. The Breastfeeding Peer Counselor Referral PDF Form box displays.

3. Click the Print icon at the top of the box.

Hint: The Breastfeeding Peer Counselor Contact entry may be edited or deleted at any
time using the Edit and Delete icons.
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Breastfeeding Promotional Items

The Breastfeeding Promotional Items page is used to document the issuance of breast-
feeding promotional items.

Breastfeeding Promotional Items Page Navigation:

To reach the Breastfeeding Peer Counselor Page, the user will need to access the
Navigation Pick List located within the Family or Client Information pages. See Module
5: Figure 22 below.

Module 5: Figure 22: Breastfeeding Promotional Items Navigation Page
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Adding a Breastfeeding Promotional Item Record

1. Access the Breastfeeding Promotional Item Page. See Module 5: Figure 23 below.

Module 5: Figure 23: Breastfeeding Promotional Items Page

2. Click the Add button.

3. In the Add Breastfeeding Promotional Items box, select the promotional items.

4. Click the OK button.

5. On the Breastfeeding Promotional Items page, click the Save button. See Module
5: Figures 24 and 25 below.
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Module 5: Figure 24: Adding Breastfeeding Promotional Items Box

Module 5: Figure 25: Save Breastfeeding Promotional Items



HANDS WIC Clinic User Training Manual
197

Module 6: Appointment Scheduling



HANDS WIC Clinic User Training Manual
198

Module 6
Learning Objectives

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

l Describe the sections of the Scheduler Calendar
l Demonstrate various ways of Scheduling an Appoint-
ment

l Coordinate aWICWalk In Appointment
l Complete a rescheduling of aWIC appointment
l Conduct a cancellation of aWIC appointment
l Demonstrate scheduling for a Nutrition Discussion
Group

l Remove a client from a scheduled Nutrition Discussion
Group

l Manage the documentation of Nutrition Discussion
Group Attendance

l Describe aWICClinic Day Appointment Check In
l Utilize the Pre-certification function for scheduling
l Review Family Appointments Page History
l Locate the Appointment Roster Report for aWICClinic
Day
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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 and columns which a Local agency chooses are maintained by the Arizona WIC
State Agency. 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 and columns that Clinic staff may choose from when making
an appointment in HANDS. See Module 6: Figure 1 below.
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Module 6: Figure 1: Services and Columns When Making Appointments

Services may include Certification, High Risk, Breast Pump Issuance, Nutrition Dis-
cussion, BF Counseling.

Appointment Time Slots

The default time for a time slot will vary depending upon the service and the needs of the
worker and client. HANDS schedule templates are set up automatically in 15 minute
increments from start time until close. For example, there will be 4 15 minute time slots
within an hour. The user may use only 15 minutes for an appointment or change the time
to 30 minutes or longer.

Hands will not allow more than 1 appointment per 15 minutes, so that only 1 WIC client
is scheduled per time slot.
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Scheduling Appointments

HANDS offers flexibility and a variety of ways to add and provide updates to
WIC appointments.

WIC Appointments may be viewed, added, rescheduled or canceled from either the
Scheduling Area or in the Family Appointments Page in WIC Services.

Clinic Calendars

Module 6: Figure 2: Clinic Calendars

The Clinic calendar month view will display a preview of appointment availability
information including Clinic hours of operation, Clinic closed dates within the
month and holidays. When you navigate to the calendar, by default the calendar
will load for the Clinic you are logged into for the current month and the selected
date will be today. See Module 6: Figure 2 above.

The calendar view is color coded to assist you with scheduling. See Module 6: Figure 3
below. The dates on the Scheduler Calendar and the Appointment Sheet will have dif-
ferent colors as follows:
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Module 6: Figure 3: Clinic Calendar Legend

Calendar: Selected Date- Dark Green; Available- Light Green; Past Day-White; Busy
Day-Yellow; Completely Booked- Pink; Holiday- Light Blue
Appointment Sheet: Regular Appointment- Dark Blue; High Risk- Red; Certification-
Gold; Groups, NE-Individuals- Neon Green; Selected Time- Purple; Closed/Not Avail-
able/Blocked- Gray

Scheduler Appointment Sheet Filter Options:
The appointments listed on the Appointment Sheet may be filtered by Family IDs,
Columns or Services.

1. On the Appointment Scheduler Appointment Sheet, choose a filter option. See Module
6: Figure 4 below.
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Module 6: Figure 4: Appointment Scheduler Appointment Sheet

2. In the blank field, type in the name of the filter option you want to see. For example,
choosing the Column filter option, the user would type in the column desired, such as
Certifications.
3. The Appointment Sheet should display only those appointments which match the
column or filter option chosen. If the filter does not display automatically, click the tab but-
ton on the keyboard to display the filter. See Module 6: Figure 5 below.
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Module 6: Figure 5: Appointment Sheet Options

Navigation Tip! If you have clients displayed under the Scheduled Appointments list to
the Left of the appointment sheet, you may click on the Client's NAME link and it will take
you directly to the WIC Services/Certification Work flow pages.

If you use your Navigation Pick List while in the Family/Client Record in WIC Services
to Navigate over to the Appointment Scheduler page, the family ID information travels
with you when you start to add an appointment. See Module 6: Figure 6 below.

Module 6: Figure 6: Appointment Scheduler in Navigational Pick List Drop Down

Scheduler Navigation Pick List
The Navigation Pick List provides an easy and quick way to navigate through the
HANDS Scheduling Area and from the Scheduling area back to WIC Services. See Mod-
ule 6: Figure 7 below.
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Module 6: Figure 7: Scheduler Navigation Pick List
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Scheduling an Appointment from the WIC Services Family/Client
Search Page

There are a few different ways to schedule appointments, however, scheduling
from the WIC Services area allows you to designate which client or family you
want to schedule before actually scheduling. By completing a search in WIC Services,
the user may go directly to Scheduling with the family information already loaded in
order to choose an appointment from the chosen day's calendar.

1. Click on the WIC Services menu.
2. Search for the WIC family or client.
3. In the search results, click the check box beside the name of the client you want to
schedule.

Hint: If scheduling for the entire family, just simply choose one of the clients in the family.
All clients in a family will become available in the Scheduling area.

4. On the lower left hand of the Search screen, click the Schedule Appointments button.
You will be taken to the Scheduling area’s Appointment Scheduler page. From here the
calendar will open for you to be able to select a day for scheduling. See Module 6: Fig-
ure 8 below.
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Module 6: Figure 8: Scheduling an Appointment from the Search Page

5. On the monthly calendar, click on the day which shows appointments are available.

Remember: The square will be dark green for the selected day or green for any other
available days.

6. When your selected day becomes visible, notice the columns across the top of your
appointment sheet. These are the services which are available for your Clinic day.
7. Choose a time slot in the desired service provider on the appointment sheet and click
inside the time slot box. You will notice that the time slot is now highlighted in purple and
the time of the appointment appears.
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Hint: HANDS assigns a 15 minute value to each appointment slot. You can extend the
time of the appointment slot by moving your cursor over the bottom of the appointment
slot, clicking and dragging your cursor to extend the appointment time.

You can expand the appointment sheet by clicking on the white arrow next to the Time
Column. See Module 6: Figure 9 below.

Module 6: Figure 9: Calendar Appointment Sheet

8. Click the Add button at the top right hand of the Appointment Scheduler page.
9. When the family is searched from the WIC Services Search page, the family ID will
auto-populate within the family ID field on the Add Appointments box. You do not have to
click search again.
10. Select the appropriate service for the appointment.
11. Select the appropriate client.
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12. Click Save. See Module 6: Figures 10 and 11 below.

Module 6: Figure 10: Adding an Appointment

Module 6: Figure 11: Added Appointment on the Calendar

Scheduling Appointments from the WIC Services/ Family Appoint-
ments Page

The Family Appointments Page is located in WIC Services. It lists the appointments
scheduled for all clients within a WIC Family. This allows a user to make new appoint-
ments, reschedule current appointments or cancel current appointments without leaving
the WIC services area and going to the scheduling area.

1. In the WIC Services Search, complete a search for a WIC family or client.
2. In the Family/Client Certification Work flow, go to the Appts page.
3. On the bottom right of the page, click on the Find Appointments Available button. See
Module 6: Figure 12 below.
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Module 6: Figure 12: WIC Services / Family Appointments Page

4. Choose a start and end date range. Make sure your Clinic number is correct. You may
also enter the Preferred Time, Day of the Week or Column into your search if desired.
See Module 6: Figure 13 below.
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Module 6: Figure 13: WIC Services / Family Appointments Page Required Information

5. Click the Add button, and add your client. See Module 6: Figure 14 below.

Module 6: Figure 14: WIC Services / Family Appointments-Adding a Client

6. Choose the Client Name, Service, Duration and Things to Bring. Click OK.
7.Under the client information, click the Find button. See Module 6: Figure 15 below.



HANDS WIC Clinic User Training Manual
212

Module 6: Figure 15: WIC Services / Family Appointments Page-Client Information

8. HANDS will display all available appointments within the date range. See Module
6: Figure 16 below.

Module 6: Figure 16: WIC Services / Family Appointments Page-Available Appointments
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9. Choose an appointment by clicking on the appropriate radio button, and click the
Book button.

10. The appointment will be scheduled for your chosen client.

Scheduling for Multiple Clients within a Family by Adding Rows

As an alternative to scheduling for one appointment slot at a time for each family mem-
ber, HANDS allows the user to add appointment rows in the Add Appointments box.
Each row could be used to schedule for each family member so that all family members
may be scheduled in one save function. Just remember that there is only one client per
appointment slot, but you can use this function to schedule all family members for one
service provider.

For example: Marie Tester and her child, Vera, both need a Nutrition Discussion appoint-
ment with the Nutritionist. The staff user can search for Marie Tester's family in HANDS,
go to the appointment scheduler and add a certification appointment for both of them
within the same time frame. So if the staff user appoints Marie Tester starting at 10:00
AM and ending at 10:15 AM for a Nutrition Discussion Services. Another appointment
row can be added, and the child may be appointed starting at 10:15 AM and ending at
10:30 AM for the same service. This way both clients in the family are appointed
together.

1. Search for your family on the WIC Services search screen.
2. Choose a client in the family by clicking the check box beside the client’s name.
3. Click the Schedule Appointment button.
4. On the Appointment Sheet/Calendar, click Add. (Do not highlight an appointment slot
on the appointment sheet)
5. In the Add Appointments box, you will see a blank appointment row with a start time,
end time, column, service & client fields.
6. Click the Add Row button in the lower right hand corner of the Add Appointments box.
7. This will add another blank row for your appointment. Add as many rows as necessary
to make the appointments for your family’s clients.
8. Choose the start time, end time, column, service & client fields.
9. Click save. HANDS will let you know if there are any conflicts on the Appointment Cal-
endar. See Module 6: Figures 17 below.
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Module 6: Figure 17: Scheduling for Multiple Clients within a Family by Adding Rows

Module 6: Figure 18: Scheduling for Multiple Clients within a Family by Adding Rows-Appointment
Sheet

Both appointments have now been saved and show up on the scheduled day's Appoint-
ment Sheet. See Module 6: Figures 18 above.
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Hint: If you click on the printer icon beside the Client's name under the Scheduled
Appointments list, you will be able to print the Appointment Notice or Appointment Res-
chedule Notice. See Module 6: Figure 19 below.

Module 6: Figure 19: Print Notice Page

Scheduling Walk-In Appointments

Using the Add function, walk-in appointments can also be created. Walk-in appoint-
ments are used to track and check-in families/clients that do have a scheduled appoint-
ment. Walk-in appointments are not tied to a specific time slot, just a listing of the clients
that walked into the Clinic, the service type and the time they walked in.

1. Search for the WIC Family or Client in WIC Services Search.
2. Click the Schedule Appointment button to open the Appointment Scheduler Page.
3. Click the Add button to open the Add Appointments box.
4. Click the Walk In check box.
5. Choose the Service.
6. Choose a client.
7. Click the Save button. See Module 6: Figure 20 below.

Module 6: Figure 20: Scheduling Walk-In Appointments
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Walk-In Appointments may be searched on the Walk-In page located in HANDS Sched-
uler Module drop down.

Search for all Walk-In Appointments by entering the Start and End Dates and clicking
the Search button. See Module 6: Figure 21 below.

Module 6: Figure 21: Searching for all Walk-In Appointments
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Re-Scheduling Appointments

Re-Scheduling from HANDS Appointment Scheduler

1. Go to the HANDS Scheduling Area.
2. Choose Appointment Scheduler from the Scheduler Drop Down, Menu Scheduler Cal-
endar, look up the Appointment Day and click on the date to bring up the Appointment
Sheet.
3. Find the client on the Scheduled Appointments List which is to the left of the Appoint-
ment Sheet.
Hint: If you click on the client's highlighted appointment time slot listed on the Appoint-
ment Sheet on the right, HANDS will move to that client's appointment record on the
Scheduled Appointments List on the left. See Module 6: Figure 22 below.

Module 6: Figure 22: Rescheduling from HANDS Appointment Scheduler
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4. Click the Reschedule Button for the desired Client in the Scheduled Appointments
List.

5. You will see the Appointment Sheet and only your chosen client listed. In the Upper
Right hand of the page, click on the Reschedule Button. See Module 6: Figure 23 below.

Module 6: Figure 23: Appointment Sheet

6. On the Appointment Sheet Calendar for your chosen day, you will see the other time
slots which contain appointments shaded in gray.

7. Choose an open time slot, and click inside the time slot field to choose the appoint-
ment.

8. Highlight the time slot and appointment time. Use your cursor to extend the appoint-
ment time if needed.

9. Click Reschedule. See Module 6: Figure 24 below.
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Module 6: Figure 24: Appointments Scheduler

10. The Reschedule Appointments Box will open.
11. Click the Reschedule Button to reschedule the Appointment.
12. The previous appointment will automatically be canceled and taken off of the Sched-
uler Calendar. The new appointment will be added, and the rescheduling documentation
will go into the Appointment History. See Module 6: Figure 25 below.

Module 6: Figure 25: Reschedule Appointments Box

13. The new appointment information is now displayed on the Appointment Scheduler
Calendar and on the Family Appointment Page. See Module 6: Figure 26 below.
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Module 6: Figure 26: New Appointment Information

Rescheduling from the WIC Services Family Appointments Page

The Family Appointments Page is located in WIC Services on the Appts page. It lists the
appointments scheduled for all clients within a WIC Family. Appointments may be can-
celed or Rescheduled from here.

1. While in the WIC Services Certification Work flow for a family/client record, click the
Appts tab at the top of the page. The Scheduled Appointments section automatically dis-
played. See Module 6:Figure 27 below.
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Module 6: Figure 27: Rescheduling from the WIC Services Family Appointments Page

2. The section will display scheduled appointments for clients in the family. You can Res-
chedule or Cancel an appointment.

3. Select the check box next to the appointment you want to reschedule and click the
Reschedule button. The Appointment Sheet displays. See Module 6: Figure 28 below.

Module 6: Figure 28: Appointment Calendar
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4. Click the date that you want to reschedule the appointment to and select a time slot for
the appointment.

Note: If you select Cancel Reschedule, the current date on the Appointment Sheet will
remain in place. See Module 6: Figure 29 below.

Module 6: Figure 29: Reschedule Window Display

5. Click the Reschedule button to reschedule the appointment. The Reschedule window
displays.

6. Select the client from the drop down list and click Reschedule. The appointment is res-
cheduled to the new date and time.

7. The previous appointment will automatically be canceled and taken off of the Sched-
uler Calendar. The new appointment will be added and the rescheduling documentation
will go into the Appointment History.
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Canceling Appointments

Canceling from HANDS Appointment Schedule

1. Go to the HANDS Scheduling Area.
2. Choose Appointment Scheduler from the Scheduler Drop Down, Menu Scheduler Cal-
endar, look up the Appointment Day and click on the date to bring up the Appointment
Sheet.
3. Find the client on the Scheduled Appointments List which is to the left of the Appoint-
ment Sheet.

Hint: If you click on the client's highlighted appointment time slot listed on the Appoint-
ment Sheet on the right, HANDS will move to that client's appointment record on the
Scheduled Appointments List on the left. See Module 6: Figure 30 below.

Module 6: Figure 30: Canceling from HANDS Appointment Schedule
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4. On the WIC Client's scheduled appointment box, click the Cancel Button. See Module
6: Figure 31 below.

Module 6: Figure 31: Cancel Confirmation Box

5. Click Yes on the Cancel Confirmation Box. HANDS will cancel the appointment and
document the cancellation in Appointments History.

Canceling Appointments from the WIC Services/Family Appoint-
ments Page

1. While in the WIC Services Certification Work flow for a family/client record, click the
Appts tab at the top of the page. The Scheduled Appointments section is the first section
of the Family Appointments Page for review. If needed, click the details (+) sign to open
the tab. See Module 6: Figure 32 below.

Module 6: Figure 32: Canceling Appointments from the WIC Services / Family Appointments Page
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2. Find the desired client and appointment to cancel. Click the Cancel Appointment
Button. See Module 6: Figure 33 below.

Module 6: Figure 33: Cancel Confirmation Box

3. Click Yes on the Cancel Confirmation Box. HANDS will cancel the appointment and
document the cancellation in Appointments History.
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Scheduling Nutrition Discussion Groups from HANDS
Appointment Scheduler

For WIC Clinics who provide WIC Client Nutrition Education through groups, HANDS
allows for the set up of Nutrition Discussion Groups for appointment scheduling.

The WIC Clinic administration or a designee will set up the times and days groups are
available.

1. Nutrition Discussion Groups may be accessed on a Clinic's schedule day by clicking
the Groups check box above the Appointment Scheduler calendar. When the box is
checked, all of the scheduled groups for that day will display. See Module 6: Figure 34
below.

Module 6: Figure 34: Scheduling Nutrition Discussion Groups from HANDS Appointment Scheduler

2. All available Nutrition Discussion Groups will display below the Scheduled Appoint-
ments list.
3. Click the Edit button for the desired group. The Nutrition Discussion Edit Box will
become available. See Module 6: Figure 35 below.
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Module 6: Figure 35: Nutrition Discussion Edit Box

Hint: The HANDS Nutrition Discussion Group functionality allows for all clients within a
family to be scheduled at the same time for a class.

The Nutrition Discussion Group Topics will be listed. Selected clients may be added or
removed as needed, and the entire class canceled if needed.

4. To schedule a family, the user will need to search for the family in WIC Services and
click the Schedule Appointment button and access the Nutrition Group box. Or if the user
has the family ID available, can complete a family search within the Family ID box.

5. Click the clients drop down and choose the required clients from the WIC family. See
Module 6: Figure 36 below.
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Module 6: Figure 36: Nutrition Group Box

6. Click the add button to add your clients to the group. See Module 6: Figure 37 below.

Module 6: Figure 37: Adding Clients to the Group

7. Click the Client ID or individual client check boxes and click Save button to schedule
the clients for the group discussion.

8. The clients are now scheduled for the Nutrition Discussion Group. See Module 6: Fig-
ure 38 below.



HANDS WIC Clinic User Training Manual
229

Module 6: Figure 38: Clients Scheduled in Nutrition Discussion Group
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Scheduling Nutrition Discussion Groups from the
Family Appointments Page

1. While in the WIC Services Certification Work flow for a family/client record, click the
Appts tab at the top of the page. See Module 6: Figure 39 below.

Module 6: Figure 39: Scheduling Nutrition Discussion Groups from the Family Appointments Page

2. Click the "Find Groups" at the bottom right of the page.
3. Enter the Start Date and End Date of the range of classes you wish to find. Add Nutri-
tion Discussion Topic if desired. Make sure you are searching in the right Clinic.
4. Click the Find Button. See Module 6: Figure 40 below.
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Module 6: Figure 40: Finding a Discussion Group

5. On the search results, select a Group and click the Edit button. See Module 6: Figure
41 below.
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Module 6: Figure 41: Nutrition Discussion Group Search Results

Module 6: Figure 42: Nutrition Discussion Group Edit Box
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6. Choose the required clients and add them to schedule within the Nutrition Discussion
Group Edit box. Click the check box beside the client names and click save. See Module
6: Figure 42 above.

Removing a Client from the Scheduled Nutrition Discussion
Group

1. While in the WIC Services Certification Work flow for a family/client record, click the
Appts page button. See Module 6: Figure 43 below.
2. Click the (+) details on the Scheduled Group Nutrition Discussion Appointments Tab.

Module 6: Figure 43: Removing a Client from the Scheduled Nutrition Discussion Group

3. Choose the class by clicking the Edit button.

Module 6: Figure 44: Edit Nutrition Discussion Group
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4. The clients who are scheduled for the class will be listed automatically.
5. Click the check box beside the Client(s) name. See Module 6: Figure 44 above.
6. Click the Remove Selected Attendee button.
7. The client(s) will be removed from the class. See Module 6: Figure 45 below.

Module 6: Figure 45: Client Removed from Nutrition Discussion Group

Module 6: Figure 46: Client Removed Page

The Clients have been removed from the Nutrition Discussion Group. See Module 6: Fig-
ure 46 above.

Documenting Attendance for Nutrition Discussion Groups

1. On the day of the scheduled Nutrition Discussion Group, access the Appointment
Scheduler Page,and bring up the Nutrition Discussion Group by clicking the Show
Group check box. See Module 6: Figure 47 below.
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Module 6: Figure 47: Documenting Attendance for Nutrition Discussion Groups

2. On the Nutrition Discussion Group Edit box, choose the present Attendees and click
the Attended button. HANDS will mark the client as having attended the class in the
Family Appointments History. See Module 6: Figure 48 below.

Hint: The Attended button only becomes available during the scheduled day of the
group.

Module 6: Figure 48: Nutrition Discussion Group Edit Box
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WIC Clinic Day Appointment Check In & Check Out

On the day of the WIC Clinic Appointment, the user will need to check in the
WIC Family/Client to document that the appointment was kept.

The client may be checked in either the Family Appointments page or the Appointments
Schedule page in the Scheduling module.

To Check in a Client from the Appointment Scheduler Page

1. Go directly to the Appointment Scheduler page located in the WIC Services Appoint-
ment module drop down list.
2. The Appointment Scheduler Page defaults to the appointment list for the current date.
3. Find the Client's appointment in the Scheduled Appointments list.
4. Click the Check In button.
5. The user may undo the check in by clicking on the UnDo Check-In button.
6. Clicking the Check Out button will bring the client's appointment status back to the
Previous Check-In status. See Module 6: Figures 49 and 50 below.

Module 6: Figure 49: Checking in a Client from Appointment Scheduler Page
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Module 6: Figure 50: Scheduled Appointments Box

To Check in and Check Out a Client from the Family Appoint-
ments Window

1. In the WIC Services Certification Work Flow, go to the Family Appointments Page.
2. In the appointment listed for the day of check in, click the Check In button.
3. HANDS will check in the client(s).
4. The user may Undo the Check-In by clicking the Undo Check-In button.
6. Clicking the Check Out button will bring the client's appointment status back to the
Previous Check-In Status. See Module 6: Figure 51 below.

Module 6: Figure 51: Checking a Client In / Out from Family Appointments Window

WIC Services/Family Appointment: Pending Services

1. In the Family Appointments page located in the WIC Services Certification Work Flow,
Click the + sign on the Pending Services tab. See Module 6: Figure 52 below.
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Module 6: Figure 52: WIC Family Appointment Pending Services Page

2. Choose the client and services in the Clients and Services Drop Down fields.

3. To add a Pending Service, click the Add button in the Pending Services section.
The Add window displays. See Module 6: Figure 53 below.

Module 6: Figure 53: Add Window Display

4. Enter the information on the window and click Save. The pending service information
will be displayed in the grid.

5. After saving, the Pending Service entry is displayed on the Family Appointments
page. See Module 6: Figure 54 below.
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Module 6: Figure 54: Pending Service Entry on Family Appointments Page

6. To schedule an appointment for the Pending Service, click the Schedule button. The
Appointment Availability Search page displays. The client information is already listed
as part of the search criteria. See Module 6: Figure 55 below.

Module 6: Figure 55: Appointment Availability Search Page
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Family Appointment Page: Appointment History
1. In the Family Appointments page located in the WIC Services Certification Work Flow,
Click the + sign on the Appointment History tab. See Module 6: Figure 56 below.

Module 6: Figure 56: Family Appointment Page

2. If there are many appointments in the History you can increase the Row count to view
more or page through the list using the arrows.
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Pre-Certification for Scheduling New Clients

1. Go to HANDS Scheduling and click on the Pre-Certification option in the drop down.
2. This will bring you to the Pre-Certification Page.
3. The Pre-Certification page outline is similar to the WIC Services/Family page.
4. Complete all required and/or optional fields and click save.
5. The New Client action button will become available
6. Add all clients in the family on the Client Page. See Module 6: Figure 57 below.

Module 6: Figure 57: Pre-certification for Scheduling New Clients

7. The client page allows for the entry of the most basic information needed to make the
appointment such as client name, birth date, gender,category, priority and program being
applied for (WIC or CSFP).
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8. After adding the required information on the Client page, click save. You may click
add again to enter the required information for other clients within the family. See Module
6: Figure 58 below.

Module 6: Figure 58: Client Information

9. After the client information has been saved, the pre-certification income page
becomes available. Click on the income tab to add the precertification income record.
However, income pre-certification entry is optional and not required to make an appoint-
ment. See Module 6: Figure 59 below.
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Module 6: Figure 59: Pre-certification Income Page

10. The WIC applicant's record will now become available in the WIC services Search
Page, and the user may assign an appointment in the Scheduling area. See Module 6:
Figure 60 below.

Module 6: Figure 60: Scheduling Area

Hint:On the day of the actual certification, the staff user will still need to add information
to some of the required fields on Family, Client and Income pages which were not
covered by pre-certification.
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Appointment Mailing Labels

1. Go to the WIC Services Scheduling Module and choose Appointment Mailing Labels
from the drop down list.
2. On the Appointment Mailing Labels page, enter the family or client ID of the client who
requires a mailing label.
3. Click the Search button.
4. Choose the WIC Clinic.
5. Choose from the Appointment Status, Categories, and Services drop down fields as
applicable.
6. Click the Print Labels button.
7. In the Print Labels box, the user may preview the labels and then print. See Module 6:
Figures 61, 62, and 63 below.
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Module 6: Figure 61: Appointment Mailing Labels
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Module 6: Figure 62: Label Preview Box

Module 6: Figure 63: Example of Label Preview
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Printing Appointment and Appointment Rescheduled
Notices

The printing icon for the Appointment Notice and Appointment Rescheduled Notice may
be found both in WIC Services/Family Appointments Page and in the Schedul-
ing/Appointment Scheduler- Scheduled Appointments List.

The printer icon beside the Client's Name should be clicked on to access the print
notice.

To access the printer icon in the WIC Services/Family Appointments window:

1. Go to WIC Services/Family Appointments Window
2. You will see all of the appointments scheduled for your client at the top of the screen.
3. Scroll down to the desired appointment if there is more than one appointment for your
client. See Module 6: Figure 64 below.

Module 6: Figure 64: Appointments Page

4. Click on the printer icon to access the print notice box.
5. Choose the appropriate notice. See Module 6: Figure 65 below.
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Module 6: Figure 65: Print Notice

6. Click print.
7. The selected Appointment Notice and the printing options box will display. See Mod-
ule 6: Figure 66 below.

Module 6: Figure 66: Appointment Notice Printing Options Box

8. Click the printer icon in the printer options box to print the form.
9. Click the OK button to close the box.
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Printing an Appointment Roster Report for a WIC Clinic Day

An appointment roster for the WIC Clinic day or for a Nutrition Discussion Group may be
printed to help staff prepare for Clinic services and/or update the schedule as clients are
checked in.

The appointment rosters are located in the HANDS Report section, but they may be
accessed from the Scheduling Area's Navigation Pick List or by clicking on the Reports
module located on the black Top Menu Bar.

1. Go to the HANDS Scheduling Area.
2. Choose the Appointment Scheduler from the Scheduling Area drop down list.
3. Open your Scheduling Navigation Pick List by clicking on the white arrow just above
your Appointment Sheet mini calendar.
4. Scroll down to the Reports list and choose List of Appointments. See Module 6: Figure
67 below.
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Module 6: Figure 67: Appointment Scheduler Drop-down Box

5. In the Report window, choose the Clinic date range you would like to view.
6. Click the View Report button.
7. The appointment information will appear.
8. You may print or save the Report as desired by clicking on the save or printer icon.
9. Other scheduling Reports may be accessed in the Reports drop down list. See Mod-
ule 6: Figure 68 below.
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Module 6: Figure 68: Scheduling Reports List of Appointments

Printing an Appointment Roster Report for a Nutrition Dis-
cussion Group

1. Go to the HANDS Scheduling area.
2. Choose the Appointment Scheduler from the Scheduling Area drop down list.
3. On the Appointment Scheduler Navigation Pick List, scroll down to Reports.
4. Click on the Group Nutrition Roster Report.
5. In the Report window, choose the Nutrition Discussion Group scheduled date you
would like to view.
6. Click the View Report button.
7. The appointment information will appear.
8. You may print or save the Report as desired by clicking on the save or printer icon.
9. Other scheduling Reports may be accessed in the Reports drop down list. See Mod-
ule 6: Figure 69 below.
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Module 6: Figure 69: Nutrition Discussion Group Appointment Roster Report

To Reach Other Scheduling Reports from the Top Menu Bar

1. On the Top Menu Bar, click the Reports module tab. See Module 6: Figure 70 below.

Module 6: Figure 70: Reports Module Tab

2. In the Scheduling Section, choose a report by clicking on the Report Name link. See
Module 6: Figure 71 below.
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Module 6: Figure 71: Report Name Link

Remember:What type of report a user has access to depends upon the user's job title
and responsibilities.

3. HANDS will open the report for viewing.
4. Choose the desired date range for the report.
5. Click the View Report button to view the report.
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Module 7: In State and Out of State Fam-
ily & Client Transfers
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Module 7
Learning Objectives

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

l Describe the different types of transfers in HANDS
l Complete the In State transfer of a WIC Family
l Complete the In State Transfer of a WIC Client
l Demonstrate the procedure for an Out of State
Transfer

l Complete the printing of a Verification of Cer-
tification form
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Transfers in HANDS: In State, Out of State, & Client

The transfer procedure for families and clients, whether an In State or Out of State, has
been simplified and centralized by the HANDS system.

Most of the HANDS Transfer functionality is found on the WIC Services Module Search
Page in the form of the following action buttons:

l Transfer Family
l Transfer Client - This button is also located on the Client Information Page. See
Module 7: Figure 1 below.

Module 7: Figure 1: Transfer in HANDS: In State, Out of State, and Client
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This location allows the user to be able to search for a Family or Client from any
WIC Clinic in Arizona in order to complete a Family or Client transfer.

A user may transfer a family or client within their Partner service areas only.

The user may access the Out of State Transfer functionality through the WIC Services
Navigation Pick List. See Module 7: Figure 2 below.

Module 7: Figure 2: Search Box
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In State Transfer - WIC Family

HANDS functionality allows for a WIC Family Record to be transferred from one
WIC Clinic to another instantly.

Remember:The user may make in a transfer into their Clinic but not initiate a transfer to
another Clinic.

1. Complete a search for family on the WIC Services Module Search Page.
2. Click the expand row button to see the search result details.
3. View the Local agency and Clinic where the family record currently resides.
4. Click on the expand row button to hide the search result details.
5. Click the check box by the Client and Family ID.
6. At the bottom right of the screen, click on the Transfer Family button. See Module
7: Figure 3 below.

Module 7: Figure 3: In State Transfer-WIC Family

7. The Transfer Box will appear and queries the user about the transfer.

8. Click the Yes button to complete the transfer. See Module 7: Figure 4 below.
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Module 7: Figure 4: Transfer Box

9. The user will receive a confirmation message that the family has successfully trans-
ferred into the user's Clinic. See Module 7: Figure 5 below.

Module 7: Figure 5: Confirmation Message Box

10. Click OK on the Confirmation Message box.

11. HANDS will automatically display the Family Information Page.

In State Transfer - WIC Client

In HANDS, a user may transfer a client from one family to another family within the State
of Arizona.

For the Partner constituents, a user may transfer a client from one family to another fam-
ily within Partner's service area.

The user will find the Transfer Client button on the Family/Client Search Page and the
Client Information Page.

Transferring a Client from the WIC Services Family/Client Search Page

1. On the WIC Services Family/Client Search page, complete a search of the client who
will be transferred.
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2. Select the check box next to the client's name. See Module 7: Figure 6 below.

Module 7: Figure 6: Transferring a Client from the WIC Services Family / Client Search Page

3. Click the Transfer Client button at the bottom of the page.

4. A message asking if you want to transfer to a New Family, Existing Family or Cancel
will display. See Module 7: Figure 7 below.

Module 7: Figure 7: Transfer Client Box

5. Select the appropriate button for the action you need to take.

6. If the New Family button is selected, a new Family Information Page will display. The
user will need to follow the steps for adding a new family to HANDS.
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7. If the Existing Family button is selected, HANDS will open a Client Transfer Family
Search page.

8. The user may search for the family by Family ID or Authorized Representative's First
and/or Last Name. Enter the Search criteria, and click the Search button. See Module
7: Figure 8 below.

Module 7: Figure 8: New Family Information Page

9. In the search results, click the check box listed beside the Family ID.

10. Click the Transfer Client button.

11. The Transfer Client Query box will display and ask to proceed with the transfer. See
Module 7: Figure 9 below.

Module 7: Figure 9: Transfer Client Query Box
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12. Click the Transfer Client Button to complete the Client Transfer.

Transferring a Client from the Client Information Page

1. Search for the client in the WIC Services Family/Client Search Page.

2. Go to the Client Information Page.

3. Click the Transfer Client button. See Module 7: Figure 10 below.

Module 7: Figure 10: Transferring a Client from the Client Information Page

4. A message asking if you want to transfer to a New Family, Existing Family or Cancel
will display. See Module 7: Figure 11 below.

Module 7: Figure 11: Transfer Client Box

5. Select the appropriate button for the action you need to take.

6. If the New Family button is selected, a new Family Information Page will display. The
user will need to follow the steps for adding a new family to HANDS.

7. If the Existing Family button is selected, HANDS will open a Client Transfer Family
Search page.

8. The user may search for the family by Family ID or Authorized Representative's First
and / or Last Name. Enter the Search criteria, and click the Search button. See Module
7: Figure 12 below.



HANDS WIC Clinic User Training Manual
264

Module 7: Figure 12: Client Transfer Family Search Page

9. In the search results, click the check box listed beside the Family ID.

10. Click the Transfer Client button.

11. The Transfer Client Query box will display and ask to proceed with the transfer. See
Module 7: Figure 13 below.

Module 7: Figure 13: Transfer Client Query Box

12. Click the Transfer Client Button to complete the Client Transfer.
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WIC Out of State Transfer

The Out of State Transfer function in HANDS may be used to provide a transfer of
WIC benefits for a Family/Client from another state. Information from the VOC or Veri-
fication of Certification may be added to HANDS in order to complete the transfer, add a
food package and issue food benefits.

The Out of State transfer functionality is called the Out of State Transfer Flow and is
designed to work with the certification information which may be found in the VOC.

Once you select Out of State Transfer Flow, you will be within that process until you cre-
ate the family, add all clients and certify the clients. See Module 7: Figure 14 below.

Module 7: Figure 14: Search Box

1. In the WIC Services module, select the Out of State Transfer from the Navigation
Pick List drop down.

2. HANDS will display the Out of State Transfer Flow, Family Page. See Module
7: Figure 15 below.
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Module 7: Figure 15: Out of State Transfer Flow, Family Page

3. Complete the Out of State Transfer Flow Family page.

4. Click the Save Button.

5. Add a client by selecting the New Client from the Family page.

6. Complete the Client Information page.

7. Click the Save Button. See Module 7: Figure 16 below.
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Module 7: Figure 16: Client Information Page

After saving, you will receive a message asking if you want to certify the client or cancel
and add other clients. If the Cancel button is selected you will return to the Client screen.
See Module 7: Figure 17 below.
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Module 7: Figure 17: Out of State Transfer Message

8. If Yes is clicked, HANDS will display the Out of State Transfer Flow/Certification
Action page to add the client category, priority level and other related dates (EDD, Cer-
tification Start Date.) See Module 7: Figure 18 below.

Hint: Enter the certification start date as listed on the VOC information. HANDS will auto-
matically calculate an end date for you.
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Module 7: Figure 18: Out of State Transfer Flow/Certification Action Page

9. Click Save.

10. When saved, the Certification Action page will display the certification information.
The user will be taken to the Certification Work flow and will need to add a Food Pack-
age and Issue Food Benefits. See Module 7: Figure 19 below.
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Module 7: Figure 19: Certification Action Page

For an Out of State Transfer, HANDS will allow the user to skip the Medical Page.

Hint: HANDS will add the 502 -Transfer of Certification WIC Code for the Out of State
Transfer. This can be found on the Assessment and Care Plan pages. See Module
7: Figure 20 below.
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Module 7: Figure 20: 502-Transfer of Certification WIC Code on Care Plan Page

11. The user may Complete the Out of State Transfer Assessment without having to add
a referral record.

12. The Referrals and Nutrition Discussion tabs are available for any referrals and nutri-
tion discussion services offered to the Out of State Transfer family/ client.

Printing a VOC (Verification of Certification) Form in HANDS

1. Complete a WIC Services Family/Client Search for the client.

2. Go to the WIC Client Information Page. See Module 7: Figure 21 below.

Module 7: Figure 21: Printing a VOC Form in Hands
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3. Click the Print VOC Form button at the bottom of the page.

4. The VOC Form and print options box will display.

5. Click the printer icon to print the VOC form. See Module 7: Figure 22 below.

Module 7: Figure 22: WIC VOC Form
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Module 8: Termination, Ineligibility &
Reinstatement
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Module 8
Learning Objectives

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

l Complete the Termination of a Client in HANDS
l Describe the process for determining ineligibility
l Demonstrate the Reinstatement of a Terminated Client
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Termination
Located in Certification Action

The Cert Action page is where you will be able to certify a client, terminate a certification,
extend a certification, reinstate a certification or complete a category change. Also, State
level staff will have the ability to disqualify a client from this page. The Disqualify func-
tionality will not be covered in this section.

To Terminate a Certification

1. Select the Certification Action Page from the Certification Work flow

2. A client will already be selected in the active record.

3. On the Cert Action page, select the client to terminate from the active record. See Mod-
ule 8: Figure 1 below.

Module 8: Figure 1: Terminating a Certification

4. Click the Terminate Cert button, the Terminate Certification Confirmation displays.
See Module 8: Figure 2 below.
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Module 8: Figure 2: Terminate Certification Confirmation

5. Select a Termination Code from the drop-down list and click Terminate.

6. You will have the opportunity to print the Ineligibility Notice. See Module 8: Figure 3
below.

Module 8: Figure 3: Ineligibility Notice

7. Click Yes to Print a Notice of Ineligibility.

8. The Notice of Ineligibility and the Printer Options box will display. See Module
8: Figure 4 below.
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Module 8: Figure 4: Notice of Ineligibility Form

9. Click the printer icon to print the Notice.

10. Click the OK button to close the box.

11. The Cert Action page will display the Term. Date and Term. Reason for the client.

Ineligibility

Ineligibility is located on the Client Information Page within the Certification Work flow.
See Module 8: Figure 5 below.
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Module 8: Figure 5: Ineligibility in Client Information Page with the Certification Work flow

Some of the most common forms of WIC ineligibility include

• Categorical ineligibility
• Residence outside of Arizona
• Income above maximum allowable income
• Current participation in CSFP
• Other: The specific reason must be noted

HANDS automatically determines ineligibility for most of the reasons above. For
example, if a client was determined to be income ineligible on the Income page, HANDS
would designate the client as ineligible and prevent the completion of the
WIC certification.

In this case, the Family is receiving a new income screening and is no longer adjunct-
ively eligible. The family income is now over the WIC income guidelines, making the fam-
ily or client ineligible to receive WIC. See Module 8: Figure 6 below.
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Module 8: Figure 6: Example of Ineligibility

When the new income record is saved, the Ineligibility Form alert appears. See Module
8: Figure 7 below.

Module 8: Figure 7: Ineligibility Form

From here the user may print the Ineligibility form. See Module 8: Figure 8 below.
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Module 8: Figure 8: Printer Version of Ineligibility Form

The Ineligibility Reason is now on the Client Information Page. See Module 8: Figure 9
below.

Module 8: Figure 9: Ineligibility Reason on Client Information Page
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Client Reinstatement

Module 8: Figure 10: Client Reinstatement

1. On the Cert Action page, select the client to reinstate from the active record.

2. Click the Reinstate Cert button, the Reinstate Certification Confirmation displays. See
Module 8: Figure 10 above.

3. Click Yes to reinstate the certification or click No to cancel the reinstate process.
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4. You will receive the save confirmation message and the Term Date and Term Reason
will no longer be populated. See Module 8: Figure 11 below.

Module 8: Figure 11: Reinstate Certification Confirmation
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Module 9: Subsequent Certification &
Mid Certification
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Module 9
Learning Objectives

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

l Describe the procedure for conducting a Subsequent
Certification.

l Complete theMid Certification process for a Client
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Completing a Subsequent Certification for a Client

1. Go to the Certification Action Page and Click the New Cert Button.

Module 9: Figure 1: Certification Action page

2. After clicking the New Cert button on the Certification Action Page, the messages at
the top of the screen let the user know what will need to be completed to re-certify the cli-
ent. See Module 9: Figure 1 above.

These messages include:

l Income Collection Date must be today's date and Adjunct Program par-
ticipation verified.

l The update of Certification Records may not proceed without Voter
Registration information being updated on the Family Information
Screen.
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l The update of Certification Records is not allowed without the Proof of
Identity information being updated on the Client Information Screen.

See Module 9: Figure 2 below.

Module 9: Figure 2: Certification Action New Cert page



HANDS WIC Clinic User Training Manual
287

3. Go to the Family Information Page. See Module 9: Figure 3 below.

Module 9: Figure 3: Family Information page

4. Update and verify the Voter Registration.

5. Update any other information on the Family page if required and click Save.
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6. From the Certification Work Flow, click on the Client Information Page tab. See Mod-
ule 9: Figure 4 below.

Module 9: Figure 4: Client Information page

7. Verify and Update Proof of Identity.

8. Update any other information on the Client Information page if required.

9. Click Save.



HANDS WIC Clinic User Training Manual
289

10. If applicable, click on the Immunization tab at the top of the page. See Module
9: Figure 5 below.

Module 9: Figure 5: Immunization page

11. Click the Add button to add a new immunization record.
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Module 9: Figure 6: Add New Immunization page

12. Enter information, click Save. See Module 9: Figure 6 above.

13. Click on the Income tab at the top of the page. See Module 9: Figure 7 below.
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Module 9: Figure 7: Income page

14. Click the New Household Income button to enter a new income and/or verify Adjunct
Eligibility. See Module 9: Figure 8 below.
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Module 9: Figure 8: New House Hold Income page

15. After the income/adjunct eligibility information is entered, click Save.
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16. Click on the Cert tab at the top of the page. See Module 9: Figure 9 below.

Module 9: Figure 9: Certification Action page
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17. After the Certification Action page has been completed, click Save. See Module
9: Figure 10 below.

Module 9: Figure 10: Saved Certification Action page
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18. Click on the Medical tab at the top of the page. See Module 9: Figure 11 below.

Module 9: Figure 11: Medical page
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19. Anthropometric data must be entered on the date of certification. Once all Medical
data is entered, click Save. See Module 9: Figure 12 below.

Module 9: Figure 12: Add New Medical page
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20. Click on the Assess (Assessment) tab at the top of the page. See Module 9: Figure
13 below.

Module 9: Figure 13: Assessment page

21. Complete the Assessment for each client that is being re certified.

22. Click Save.
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23. If applicable, click the BF Surv (Breastfeeding Surveillance) tab at the top of the
page. See Module 9: Figure 14 below.

Module 9: Figure 14: BF Surv page
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24. The previous breastfeeding surveillance record will display on the page. Click Add to
add a new record. See Module 9: Figure 15 below.

Module 9: Figure 15: Add New BF Surv page

25. Enter information for Breastfeeding Surveillance record.

26. Click Save
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27.Click on the Care Plan tab at the top of the page See Module 9: Figure 16 below.

Module 9: Figure 16: Care Plan page
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28. Add Nutrition Discussion or Referrals if applicable.See Module 9: Figures 17 and 18
below.

Nutrition Discussion:

Module 9: Figure 17: Nutrition Discussion page
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Referrals:

Module 9: Figure 18: Referrals page
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29. After all information is entered, click the Complete Assessment button. See Module
9: Figure 19 below.

Module 9: Figure 19: Complete Assessment
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30. Click on the Food Package tab at the top of the page. See Module 9: Figure 20
below.

Module 9: Figure 20: Food Package Assignment page

31. The standard food packages will be displayed at the bottom of the page. To see all
food packages, click the Show All radio button.

32. Click the check box next to the food package you want to assign.

33. Click Select Packages. The food package will display in the Food Packages Selec-
ted grid.

34. Click Save.
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35. Click on the Issuance tab. See Module 9: Figure 21 below.

Module 9: Figure 21: Food Package Issuance page

36. The Pick Up Interval will default to 3 Months. To change this, click the Edit icon. See
Module 9: Figure 22 below.

Module 9: Figure 22: Pick Up Interval edit window

37. Select a value from the drop down list and click OK.

38. On the Issuance page, you have to click Save before you can Preview or Print
checks even if you do not change the Pick Up Interval value.
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Mid Cert

The Mid-Cert Active Record icon will display for a client that needs a mid-cert health
check completed. The Medical, Assessment and Care Plan pages need to be completed
for a mid-cert health check. See Module 9: Figure 23 below.

Module 9: Figure 23: Mid Cert Client Information page



HANDS WIC Clinic User Training Manual
307

Medical

1. Click on the Med tab in the certification work flow tabs. The Medical page displays.
See Module 9: Figure 24 below.

Module 9: Figure 24: Mid Cert Medical page

2. Enter Anthropometric data by clicking the Add Anthro button in the Anthropometric
Data section. The Add Anthro window displays. See Module 9: Figure 25 below.
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Module 9: Figure 25: Add Anthro window

3. Enter Anthropometric data and click OK.

4. If you cannot enter the Anthropometric data, you can enter a pending lab code. Click
the Add Pending Lab Code button in the Anthropometric Data section. The Add Pending
Lab code window displays. See Module 9: Figure 26 below.

Module 9: Figure 26: Add Anthro Pending Lab Code window

5. Select the Pending Lab Code value from the drop down list and click OK.

6. If applicable enter Blood work data by clicking the Add Blood work button in the Blood
work Data section. The Add Blood work window displays. See Module 9: Figure 27
below.
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Module 9: Figure 27: Add Blood work window

7. Enter the Blood work data and click OK.

8. If you cannot enter the Blood work data, you can enter a pending lab code. Click the
Add Pending Lab Code button in the Blood work Data section. The Add Pending Lab
code window displays. See Module 9: Figure 28 below.

Module 9: Figure 28: Add Blood work Pending Lab Code window

9. Select the Pending Lab Code value from the drop down list and click OK.
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10. The Anthropometric and Blood work Data entered will display in the grids on the
Medical page. See Module 9: Figure 29 below.

Module 9: Figure 29: Newly Add Anthro and Blood work data display

11. Once all Medical information is entered, click Save at the bottom of the page.
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Assessment

12. Click on the Assess tab in the certification work flow tabs. The Assessment page dis-
plays. See Module 9: Figure 30 below.

Module 9: Figure 30: Mid Cert Assessment page

13. Any previous system generated WIC Codes are displayed in the WIC Codes Sum-
mary section with the date they were assigned. Any additional system assigned WIC
Codes will display in the same section without a date.

14. Answer all standard questions in the A, B, C, D, and E sections. You can also manu-
ally assign WIC Codes as needed.

15. To manually assign WIC Codes, click the check box next to the appropriate code in
the WIC Codes section and the WIC Code will display in the WIC Codes Summary sec-
tion. The Date Added information will populate when the assessment has been com-
pleted on the Care Plan page.

16. Click Save.



HANDS WIC Clinic User Training Manual
312

Care Plan

17. Click on the Care Plan tab in the certification work flow tabs. The Care Plan page dis-
plays. See Module 9: Figure 31 below.

Module 9: Figure 31: Mid Cert Care Plan page

18. The previously assigned WIC Codes will display on the WIC Codes tab with the
check box selected and the Date Added field already populated with the date those WIC
Codes were assigned. Any newly assigned WIC Codes will not be checked and the
Date Added field will be blank until the assessment is completed.

19. If there are any Nutrition Discussions or Referrals to be documented you can enter
that information before completing the assessment.
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Nutrition Discussion

20. Click on the Nutrition Discussion tab on the Care Plan page. The Nutrition Dis-
cussion page displays. See Module 9: Figure 32 below.

Module 9: Figure 32: Mid Cert Nutrition discussion page

21. To add a record, click the Add button in the Nutrition Discussion section. The Add
window displays. See Module 9: Figure 33 below.

Module 9: Figure 33: Add Nutrition Discussion window
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22. Select a Topic(s) and Type then click OK. You must Save the Nutrition Discussion
page before going to another page in the Care Plan or selecting Complete Assessment.
See Module 9: Figure 34 below.

Module 9: Figure 34: Newly Added Nutrition Discussion display

23. Click Save.
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Referrals

24. Click on the Referrals tab on the Care Plan page. The Referrals page displays. See
Module 9: Figure 35 below.

Module 9: Figure 35: Mid Cert Referrals page

25. To add a record, click the Add new record button in the Referrals section. The Add
new record window displays. See Module 9: Figure 36 below.

Module 9: Figure 36: Add Referral window

26. Select the Program, Organization (if applicable), and the Status.
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27. Click OK. The record will display in the Referrals grid. You must Save the Referrals
page before going to another page in the Care Plan or selecting Complete Assessment.
See Module 9: Figure 37 below.

Module 9: Figure 37: Newly Added Referral display

28. Click Save.
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29. Once all information has been entered for the Care Plan click the Complete Assess-
ment button at the bottom of the page. See Module 9: Figure 38 below.

Module 9: Figure 38: Mid Cert Complete Assessment page
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Food Package

30. Click on the Food Pkg tab in the certification work flow tabs. The Food Package
page displays. See Module 9: Figure 39 below.

Module 9: Figure 39: Mid Cert Food Package Assignment page

31. The client already has a food package assigned, but the user can assign a different
package if needed.

32. Click on the Issuance tab on the Food Package page. The Issuance page displays.
See Module 9: Figure 40 below.
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Module 9: Figure 40: Mid Cert Food Package Issuance page

33. Pick Up Intervals will default, but the information can be changed by selecting the
Edit icon.

34. Click Save on the Issuance Page.
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Module 10: Labels, Notes, History,
Reports, Scanned Documents & Sig-
natures
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Module 10
Learning Objectives

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

l Demonstrate the printing of labels in HANDS
l Add a Note for a Client
l Complete a Staff Alert Note
l Review the History for a Family or Client
l Describe the HANDS Report page
l Locate the Scanned Document and Signatures
page
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Printing a Mailing Label for a Family or Client

1. On WIC Services Family/Client Search page, complete a Family/Client Search. See
Module 10: Figure 1 below.

Module 10: Figure 1: Printing a Mailing Label for a Family or Client

2. Click on the Client ID and access the client record.

3. In the Client's Record, access the Labels on the Navigation Pick List. See Module
10: Figure 2 below.
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Module 10: Figure 2: Client Record Page

4. A search page will display.

5. Search for the Client. See Module 10: Figure 3 below.

6. The Print Label button becomes available.
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Module 10: Figure 3: Search for Client Page

7. Click the Print Labels button.

8. The Label Preview box will display. See Module 10: Figure 4 below.

Module 10: Figure 4: Label Preview Box

9. To access the Printing Options box, click the Preview Labels button.

10. The Mailing Label and the Printing Options box displays.
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11. Click the printer icon to print the label. See Module 10: Figure 5 below.

Module 10: Figure 5: Preview Labels Box
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Notes

The Notes page is used for documentation for a particular client. You can access the
notes from the navigation drop down in WIC Services or you can click on the Notes tab
while you are in a WIC record. See Module 10: Figure 6 below.

Module 10: Figure 6: Accessing the Notes Page

1. In HANDS, click on WIC Services.

2. From the drop-down navigation menu, select Notes.

3. This will bring back all notes for your Clinic.
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4. HANDS will display all of the notes for the Clinic. The user may complete a search on
the notes page for a specific date or client's name. See Module 10: Figure 7 below.

Module 10: Figure 7: All Notes for the Clinic

To view notes for a family or a particular client in a family, you access notes from within
the work flow. See Module 10: Figure 8 below.
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Module 10: Figure 8: View Notes for a Particular Family / Client

5. While viewing a family or client record, select the Notes tab from the top of the page.
See Module 10: Figure 9 below.

Module 10:Figure 9: Notes for the Client Display
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6. The notes for the Client will display.

7. You can change clients by selecting another client from the Client drop-down list.

9. Click Search to search for notes for that client.

10. To create a new note, click the Add button. See Module 10: Figure 10 below.

Module 10: Figure 10: Creating a New Note

11. Choose the Client and Note Type.

12. Enter the note for the Client.

13. Click Save.

14. Before saving if you want to remove the information entered, click Reset.
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15. Saved notes will display in the grid. See Module 10: Figure 11 below.

Module 10: Figure 11: Saved Notes in Grid Display

Adding a Staff Alert

A Staff Alert may be added to a Family or Client record. This note type will alert any staff
who will be accessing the record in the future with the note's message.

1. Click Add on the Family or Client's Notes page.

2. Choose the Client from the drop down list.

3. Choose the Note Type, Staff Alert.

4. Add the Note.

5. Click Save.



HANDS WIC Clinic User Training Manual
332

6. The Staff Alert Graphic Identifier will appear beside the Client's Name on the Active
Client Record, and the note will be displayed in the Note List. See Module 10: Figure 12
below.

Module 10: Figure 12: Adding a Staff Alert
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History

The History page will display historic information for clients. The page is accessible from
anywhere within the WIC Services module using the navigation drop-down. You can see
the history for Family & Client Information, Income, Immunization, Certification Inform-
ation, Food Package Assignment, and Transfer Information for a selected certification
period. See Module 10: Figure 13 below.

Module 10: Figure 13: Accessing the History Page

1. While viewing a family in the WIC Services module select History from the navigation
Pick List drop-down.
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2. The History page will display. Select a certification period from the drop-down list and
click Go. See Module 10: Figure 14 below.

Module 10: Figure 14: History Page Display

3. The History information will open to Family & Client Information. You can view other
history information by clicking on the + symbol next to the title of each section.

The sections of the History page include:

l Family and Client Information
l Income
l Certification Information
l Food Package Assignment
l Transfer Information

See Module 10: Figure 15 below.
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Module 10: Figure 15: Family and Client Information on the History Page

4. To see the history for another client, click on the client in the active record, select the
certification period from the drop-down list and click Go.
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Scanned Documents & Signatures
The scanned documents and signatures page displays all documents and signatures
taken for the selected client on any page in HANDS. The page is accessible from any-
where within the WIC Services module using the navigation drop-down. See Module
10: Figure 16 below.

Module 10: Figure 16: Accessing the Scanned Documents and Signatures Page
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1. The scanned documents and signatures page will open. The page will show all doc-
uments and signatures taken for the selected client. See Module 10: Figure 17 below.

Module 10: Figure 17: Scanned Documents and Signatures Page
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HANDS Reports

The HANDS Reports module contains all of the Reports accessible to a user based
upon that user's job title, role and user account rights.

There are some Reports which are only visible to WIC State Agency personnel, for
example, while other Reports may be visible to all job titles. The details of the Report are
also dependent upon a User's account role or status.

Users may access the Reports module from Top Menu Bar. See Module 10: Figure 18
below.

Module 10: Figure 18: Reports Module
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Module 11: CSFP: Commodity Sup-
plemental Food Program Functionality
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Module 11
Learning Objectives

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

l Describe the CSFP Family/Client Search
l View/Edit an Existing CSFP Family and Client
l Add a New CSFP Family and Client record
l Demonstrate the procedure for an In State Trans-
fer

l Demonstrate the procedure for an Out of State
Transfer

l Complete a CSFP Income Screening
l Conduct a CSFP Certification
l Describe the CSFP Distribution process
l Complete the termination of a CSFP certification
l Conduct a Reinstatement of a CSFP Client
l Extend a CSFP Certification
l Add a note to the CSFP record
l Review CSFP History
l Demonstrate the procedure for making a CSFP
Appointment
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Client/Family Search
The Search page will allow you to search for a client or family using specific search cri-
teria or a combination of search criteria. Using this page will allow you to see if a client
or family has ever been enrolled before or are currently receiving CSFP or WIC services.
See Module 11: Figure 1 below.

Module 11: Figure 1: CSFP Client/Family Search page

1. Log into HANDS.

2. Click on CSFP Services in the menu.

3. Enter the search criteria.

(Note: the more information you enter will narrow your search results)

4. Click Search and the results will display on the page.

5. Select the Family ID/Client ID link for the family/client you need.

6. If the Family/Client does not exits, click the Add a New Family button.
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View/Edit and Existing Family

On the Family page you can view and/or edit the Authorized Representative information
such as address, phone, language, proxy and referral information. You can also view the
list of other members of the family within the Active Record section of the page. See Mod-
ule 11: Figure 2 below.

Module 11: Figure 2: CSFP View/Editing Existing Family Information page

1. Search for a family/client in CSFP Services.

2. Click the Family ID link in the search results.

3. The Family page will display where you can edit or view the family data.
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Add a New Family

If you do not find the family/client you need in the search results page, you can create a
new family. See Module 11: Figure 3 below.

Module 11: Figure 3: CSFP Add a New Family page

1. If you do not find the Family/Client you need after your search, you can click the Add A
New Family button at the bottom of the page.
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2. The Clinic field will default to the Clinic you are logged into and the Primary Language
field will default to English. These fields can be changed.

3. Once all data is entered, click the Save button at the bottom of the page.
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View/Edit an Existing Client

The Client page is where you can view or edit existing client information or transfer a cli-
ent. See Module 11: Figure 4 below.

Module 11: Figure 4: CSFP View/Editing Existing Client Information page

1. From the Family page you can select a client by clicking on the name in the Active
Record or you can view the first client in the list by clicking on the Client tab.

2. The client information will display where you can edit or view the client information.

3. After editing the data, click the Save button.
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Add a New Client

You can use the Client page to add CSFP clients to an existing family. See Module
11: Figure 5 below.

Module 11: Figure 5: CSFP Add a New Client page

1. From the Family page click the New Client button at the bottom of the page.

2. The Application Date field will default to the current date.

3. Enter all the client information and click the Save button.
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In-State Transfer

You can use the In-State Transfer function in HANDS to transfer a client to another fam-
ily within the State or transfer a family from another Clinic in the State into your Clinic.

There are two ways to transfer a client. From the Search page and from the Client page.
See Module 11: Figure 6 below.

Module 11: Figure 6: CSFP Selecting a Client to In-State Transfer from the Search page

1. On the Search Results page, select the check box next to the client that you want to
transfer.
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2. Click the Transfer Client button at the bottom of the page. See Module 11: Figure 7
below.

Module 11: Figure 7: CSFP In-State Transfer selection window

3. A message asking if you want to transfer to a New Family, Existing Family or Cancel
will display.

4. Select the appropriate button for the action you need to take.
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5. If you select New Family, the Family Information Page will display. See Module
11: Figure 8 below.

Module 11: Figure 8: CSFP In-State Transfer to New Family page

6. Enter the new family information and click Save at the bottom of the page.

7. Save message appears confirming the client was successfully transferred.
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8. If you select Existing Family when transferring the client, the Family Search page will
display. See Module 11: Figure 9 below.

Module 11: Figure 9: CSFP In-State Transfer to Existing Family Search page

9. Search for the family where you want to transfer this client by entering the search cri-
teria and clicking Search.

10. Select the check box next to the correct family and click the Transfer Client button.

11. A confirmation message will appear. See Module 11: Figure 10 below.

Module 11: Figure 10: CSFP In-State Transfer to Existing Family window



HANDS WIC Clinic User Training Manual
351

12. Select the Transfer Client button to complete the transfer or select the Cancel button
to cancel the transfer.

13. After selecting Transfer Client, you will need to select a Distribution Site for the Cli-
ent. See Module 11: Figure 11 below.

Module 11: Figure 11: CSFP In-State Transfer Selecting New Distribution Site window

14. Select the appropriate Distribution Site and click OK.

15. A confirmation message will appear. See Module 11: Figure 12 below.

Module 11: Figure 12: CSFP In-State Transfer Confirmation Message of Successful Transfer window

16. The Family page will open to the family the Client was transferred into.
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Out of State Transfer

You can use the Out of State Transfer function in HANDS to transfer a family/client from
another State into CSFP.

To access the Out of State Transfer process, you will need to be in either the WIC Ser-
vices module or the CSFP Services module. Once you select Out of State Transfer, you
will be within that process until you create the family, add all clients and certify the cli-
ents. See Module 11: Figure 13 below.

Module 11: Figure 13: Navigating to the Out of State Transfer page
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1. From the navigation menu select Out of State Transfer in the drop-down list. HANDS
will display a Family page. See Module 11: Figure 14 below.

Module 11: Figure 14: CSFP Out of State Transfer Add New Family page

2. Text at the top of the page indicates you are in the out of State transfer process.

3. Enter family information and click Save.
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4.Add a client by selecting the New Client button on the Family page. The Client page
displays. See Module 11: Figure 15 below.

Module 11: Figure 15: CSFP Out of State Transfer Add New Client page

5. After clicking Save the following message appears. See Module 11: Figure 16 below.

Module 11: Figure 16: CSFP Out of State Transfer Certify Client Now window

6. Click Yes if there are no additional clients to add to this family. The Cert Action page
will display to certify the client.



HANDS WIC Clinic User Training Manual
355

7. Click Cancel to add additional clients to this family. Click Add to add another client.
See Module 11: Figure 17 below.

Module 11: Figure 17: CSFP Out of State Transfer Cert Action page
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8. On the Cert Action page enter all the information and click Save. See Module
11: Figure 18 below.

Module 11: Figure 18: CSFP Out of State Transfer Cert Action page after Saving a New Certification

9. The certification information displays on the page.
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Distribution

If you distribute a food box after certifying a client, click the Distribution tab after the cer-
tification is complete.

If your location only distributes food boxes, you can go to the Distribution page from nav-
igation drop down within the CSFP Services module. See Module 11: Figure 19 below.

Module 11: Figure 19: Navigating to the Distribution page
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1. The Distribution page displays. The Local Agency and Distribution Site will Default to
the Agency/Clinic you are logged into. See Module 11: Figure 20 below.

Module 11: Figure 20: Distribution page
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2. If needed, change the Local Agency/Clinic, select the Month and Year and click the
Display List button to see the Distribution Master List information. See Module 11: Figure
21 below.

Module 11: Figure 21: Populated Distribution page



HANDS WIC Clinic User Training Manual
360

3. To enter a pickup date for multiple clients, enter a date in the Pickup Date field and
select the Food Box check boxes next to the clients that picked up a box on that date.
The pickup Date will populate for the clients selected. See Module 11: Figure 22 below.

Module 11: Figure 22: Selecting a Client on the Distribution page and Populating the Pick Up Date
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4. If all participants on the list picked up a food box on that date you can select the check
box next to the Food Box label and all Food Box check boxes will be checked and all
Pickup Dates will be entered. See Module 11: Figure 23 below.

Module 11: Figure 23: Checking the Food box Check box
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5. Click the check box next to the Food Box label to de-select all the participants in the
list. The pickup date will be removed. See Module 11: Figure 24 below.

Module 11: Figure 24: Selecting and de-selecting the Food Box check box for all Participants on the
page

6. Click save once all pickup information has been entered.
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Transfer Programs

HANDS allows you to transfer a client from one program to another WIC to CSFP or
CSFP to WIC. You can only do a program transfer from the Search Page within the mod-
ule you want to transfer the client from. See Module 11: Figure 25 below.

Module 11: Figure 25: Selecting a Client to Transfer between Programs

1. From the Search Page, find the client you want to transfer.

2. Select the check box to the left of the Client.
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3. Click the Transfer to WIC button. See Module 11: Figure 26 below.

Module 11: Figure 26: Transfer Client between Programs window

4. A confirmation message will appear. Click OK to continue the transfer or click Cancel
to end the process.

5. After clicking OK a confirmation message will display stating the transfer was suc-
cessful. See Module 11: Figure 27 below.

Module 11: Figure 27: Transfer Client between Programs Confirmation window
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CSFP Income

Once the Family and Client(s) has been added within the CSFP module, you will need
to navigate to the Income page to document the income. From the Client page, click on
the Income tab at the top of the page. See Module 11: Figure 28 below.

Module 11: Figure 28: CSFP Income page
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1. Enter the Family Size and add an income record by selecting the Add button in the
Income grid. See Module 11: Figure 29 below.

Module 11: Figure 29: CSFP Add a New Income window

2. Enter income information and select the Family Members the income should be
applied to from the drop down list.



HANDS WIC Clinic User Training Manual
367

3. Click the Zero Income check box if you are documenting Zero Income. You can
change the Income Provider name and select the Family Members from the drop down
list. See Module 11: Figure 30 below.

Module 11: Figure 30: CSFP Adding Zero Income window

4. Click OK when complete or click Cancel to close the window without keeping any of
the information entered.
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5. The income record will display in the Income grid and the Monthly Income Breakdown
grid will display the calculated monthly income for each family member where income
was applied. See Module 11: Figure 31 below.

Module 11: Figure 31: CSFP Saving Income display
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6. If Zero Income was selected on the Income record, click the Get Signature button to
collect the client signature on the signature pad. See Module 11: Figure 32 below.

Module 11: Figure 32: CSFP Capturing Zero Income Signature

7. Once the client signs the signature pad, click Save.

8. Click the Save button on the Income page to save the information entered.
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CSFP Certification

The Cert Action page is where you will be able to certify a client, terminate a certification,
extend a certification or reinstate a certification.

To Certify a Client

Module 11: Figure 33: CSFP Cert Action page

1. Select the Cert tab at the top of the page. See Module 11: Figure 33 above.

2. A client will already be selected in the active record. The Cert Start Date will be defaul-
ted to the current date.

3. Rights & Obligations and Rules & Regulations check boxes are located on this page.

4. Fill out the information on the page and click Save. Once the page is saved the Cat-
egory and Cert. Period data will populate in the active record and the certification inform-
ation will display in the Certifications grid on the page. See Module 11: Figure 34 below.
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Module 11: Figure 34: CSFP Saving a Certification display

To Terminate a Certification

1. On the Cert Action page, select the client to terminate from the active record.

2. Click the Terminate Cert button, the Terminate Certification Confirmation displays.
See Module 11: Figure 35 below.

Module 11: Figure 35: Selecting Termination Code window

3. Select a Termination Code from the drop down list and click Terminate.
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4. A message will display asking if you would like to print the Ineligibility Notice. See
Module 11: Figure 36 below.

Module 11: Figure 36: CSFP Print Ineligibility Notice window

5. Click Yes to print the notice or click No to continue without printing the notice.

6. The Cert Action page will display the Term. Date and Term. Reason for the client.

To Reinstate a Client

1. On the Cert Action page, select the client to reinstate from the active record. See Mod-
ule 11: Figure 37 below.

Module 11: Figure 37: CSFP Terminated Client Cert Action page
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2. Click the Reinstate Cert. button, the Reinstate Certification Confirmation displays. See
Module 11: Figure 38 below.

Module 11: Figure 38: Reinstate Certification window

3. Click Yes to reinstate the certification or click No to cancel the reinstate process.

4. After clicking Yes, you will receive the Save confirmation message.

5. The Term Date and the Term Reason will no longer be populated on the Cert Action
page.

To Extend a Certification

There are two ways to extend a certification in CSFP. On the Cert Action page and on
the Distribution List page for elderly categories only.

From Cert Action

1. On the Cert Action page, select the client to extend from the active record. See Module
11: Figure 39 below.
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Module 11: Figure 39: CSFP Cert Action page

2. Click the Extend Cert button, the extend Certification Confirmation displays. See Mod-
ule 11: Figure 40 below.

Module 11: Figure 40: Extending Certification Confirmation window

3. Click Yes to extend the certification or click No to cancel the extend certification pro-
cess.

4. You will receive the Save successful message and the Cert End Date is extended.
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From the Distribution List

1. Navigate to the Distribution List and select the Local Agency, Clinic, Month, and Year.
Click the Display List button. See Module 11: Figure 41 below.

Module 11: Figure 41: Distribution page

2. In the Extend column, click the check box for the client you want to extend.

3. Click Save.

4. The save successful message displays and the Distribution List is updates with the
certification extension date. See Module 11: Figure 42 below.

Module 11: Figure 42: Extending Certification on Distribution page display
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CSFP Distribution

The Distribution page is used to document what participants have picked up a food box
for a particular Agency/Distribution Site for a particular Month/Year. The Distribution
page duplicates what is printed on the Distribution Master List Report. Participants are
sorted by the last name alphabetically.

You must be in the CSFP module to access the Distribution page. There are two ways to
get to the Distribution page.

From within a Client record:

1. In the CSFP module, search for a client.

2. Click on a CSFP client to go to the record.

3. Click on the Distribution tab at the top of the page.

From CSFP Services main page:

Module 11: Figure 43: Navigating to the Distribution page
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1. In the CSFP Services module click on the navigation drop down list and click Dis-
tribution. See Module 11: Figure 43 above.

2. The Distribution page displays with the Local Agency/Clinic (Distribution Site) defaul-
ted to the logged in Agency/Clinic. The Month and Year fields default to the current
month and year. See Module 11: Figure 44 below.

Module 11: Figure 44: Distribution page

3. Once the correct information is selected, click the Display List button.

4. All participants assigned to the site that can pick up a food box will display in the list.
See Module 11: Figure 45 below.
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Module 11: Figure 45: Populated Distribution page

5. If all or more than one participant on the list picked up a food box on the same date,
you can enter a date in the Pickup Date field. The Pickup Date must be within the month
and year of the displayed list.

6. If all the participants on the list picked up a food box on the date entered, select the
check box next to the Food Box label in the grid. The check boxes for all the participants
will be selected and the Pickup Date field for each client will be populated with the
Pickup Date entered at the top of the page. See Module 11: Figure 46 below.
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Module 11: Figure 46: Populating the Pick Up Date for all Clients on the Distribution page

7. Once the Food Box check box is selected for a participant, the Nut Ed and Other
check boxes will be enabled for selection. If the client received Nut Ed or any other
materials, select those check boxes for the client(s) or select the check boxes next to the
label to select the box for all participants.

8. To document the food box pickup for specific clients, you can select the Food Box
check box on each participant line.

9. The Pickup Date field for the Food Box check box selected will be filled in for that par-
ticipant.
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10. To remove the Food Box check boxes and Pickup Date from all the clients, select the
check box next to the Food Box label again. See Module 11: Figure 47 below.

Module 11: Figure 47: Deselecting all Clients on the Distribution page

11. If the client received Nut Ed or any other materials, select those check boxes for the
client(s).
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CSFP Notes

The Notes page is used for documenting notes for a particular client. You can access the
Notes page from the navigation drop down in CSFP Services, or you can click on the
Notes tab while you are in a CSFP record.

Module 11: Figure 48: Navigating to the CSFP Notes page

1. In HANDS, click on CSFP Services.

2. From the drop down navigation menu, select Notes. See Module 11: Figure 48 above.

3. This will display all notes for the Clinic you are logged into.

4. You can narrow down the results by entering specific search criteria such as Date, Cli-
ent (ID), Note Type, or the user name of who created the note.

5. Click Search to see the results. See Module 11: Figure 49 below.
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Module 11: Figure 49: CSFP Notes page

To add a new note for a client, you must access the Notes page from within a CSFP
record.

1. In HANDS, select CSFP Services.

2. Search for the Family/Client and select from the search results.

3. From the top of the page, select the Notes tab.
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4. The page will display notes for the selected client. See Module 11: Figure 50 below.

Module 11: Figure 50: CSFP Notes page

5. To search for notes for another client in the family, use the search criteria fields to nar-
row down your search results.

6. To add a new note, click the Add button. The note page displays. See Module
11: Figure 51 below.
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Module 11: Figure 51: CSFP Add a New Note page

7. Enter the note information and click the Save button to save the note or click Cancel to
clear all fields to enter new note information.

8. From the Add notes page you can return to the Notes search results by clicking the
Back to List tab at the top of the page.
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9. After the note is saved you will return to the Notes search results page and the new
note created will display in the grid. See Module 11: Figure 52 below.

Module 11: Figure 52: CSFP Newly Added Note display
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CSFP History

The History page will display historic information for clients. The page is accessible from
anywhere within the CSFP Services module using the navigation drop down. You can
see the history for Family & Client Information, Income, Certification Information, Dis-
tribution Information, and Transfer Information for a selected certification period. See
Module 11: Figure 53 below.

Module 11: Figure 53: Navigating to the CSFP History page
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Glossary
Authorized Representative
The person, other than the WIC participant, who has the authority to sign for the par-
ticipants of an economic unit, who is responsible for following the WIC regulations, and
may pick up and redeemWIC food instruments for authorized WIC foods.

BMI
Body Mass Index

Breastfed Infant
For categorical eligibility, any infant receiving its milk from breast milk.

Breastfeeding Woman
For categorical eligibility, any woman feeding her breast milk to an infant(s) at least once
a day.

Care Plan
An individualized plan set up for each WIC participant that tracks health and nutrition
goals, suggested nutrition education, and desired outcomes from the WIC program for
individual participants over time.

Cash Value Voucher
Means a fixed-dollar amount food instrument known as a check, voucher, or electronic
benefit transfer (EBT) which is used by a participant to obtain authorized fruits and veget-
ables.

Categorical Eligibility
Individuals who are eligible for WIC services because they are pregnant, postpartum,
and/or breastfeeding women, infants up to their first birthday, and children age one (1)
through the last day of their fifth (5) birthday month.

Category/Subcategory
A table that contains the category and subcategory codes used for identifying foods. The
category/sub category is a convenient way to electronically identify generic types of food
items and link them to specific vendor supplied UPC codes. For example, 18 ounces of
JIF Peanut Butter would be category Legumes (Category 06), subcategory Peanut Butter
(Subcategory 002), and size 18 ounces. FNS has defined a national cat-
egory/subcategory table and code structure.
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Certification
The process used to determine an applicant’s eligibility or ineligibility for WIC services.
Certification is performed at the initial application and before each certification period
expires.

Certification Period
Time frame for which each category of participant is certified as eligible for services from
the WIC program.

Child
For categorical eligibility, a child age one (1) through the last day of her/his fifth (5) birth-
day month.

CSFP
Commodity Supplemental Food Program

Dual Participation
Simultaneous participation in more than one WIC program or simultaneous participation
in WIC and CSFP.

EBT
Electronic Benefit Transfer

First Date to Use/Last Date to Use
The date the food instrument becomes valid (issue) until midnight of the day indicated on
the “Last date to Use” line on the food instrument.

Food Benefit Prescription
The specific set of foods prescribed by a nutritionist for an individual WIC participant for
a specified period of time.

Food Instrument
A voucher, check, electronic benefits transfer card (EBT), coupon, or other document
which is used by a participant to obtain supplemental foods.

Food Package
The set of foods recommended for specific categories of WIC participants and/or risk
factors. Food packages may be adjusted for individual participants because of special
nutritional needs, incomplete benefit periods, etc.
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Homeless Individual
Person who lacks a fixed and regular nighttime residence or whose primary nighttime
residence is one of the following:

l A supervised publicly or privately operated shelter (including a welfare hotel, con-
gregate shelter, or shelter for victims of domestic violence) designed to provide tem-
porary living accommodations.

l An institution that provides a temporary residence for individuals intended to be
institutionalized.

l A temporary accommodation of not more than 365 days in the residence of another
individual.

l A public or private place not designed for, or ordinarily used as, a regular sleeping
accommodation for humans.

Household
A group of related or non-related individuals who are living as one economic unit that
share income and consumption of goods and/or services. For the purposes of WIC, the
terms “economic unit” and “family” can be used interchangeably, but economic unit is the
more appropriate terminology.

l Residents of a homeless facility/shelter/institution are not considered an “economic
unit”.

l More than one economic unit can live under one roof where general economic
independence of the units has been determined through appropriate questioning.

l A pregnant woman and her unborn child(ren) are counted as two (or more, i.e.,
twins) persons for determination of economic unit size.

l A foster child is considered an economic unit of one (1) if he/she is the legal
responsibility of a welfare or appropriate agency but may reside with a foster fam-
ily.

High Risk Participant
A WIC participant with specific nutrition risks that require additional monitoring and edu-
cation.

Income
Guidelines set by the federal government, which specify income allowable criteria for pro-
gram participation.

Infant
For categorical eligibility, a child less than one (1) year of age.

LMP
Last Menstrual Period



HANDS WIC Clinic User Training Manual
390

Local Agency
Local non-profit agencies, county health departments and tribal entities under contract
with the Department to implement and enforce policies and procedures of the WIC Pro-
gram.

MICR
Magnetic Ink Character Recognition

Migrant
An individual whose principal work is in agriculture or logging (>50% of job) on a sea-
sonal basis, and who has been so employed in the last 24 months. For the purposes of
such employment, a migrant establishes a temporary abode. Only the migrant worker or
those members of the family who actually travel with the migrant worker will be counted
as migrants.

PostpartumWoman
For categorical eligibility, a non-breastfeeding woman up to six months after the end of
her pregnancy.

Proxy
A person, other than the WIC participant/authorized representative, who is authorized by
the clinic and the participant/authorized representative to sign the Proxy Certification
form, and to pick up and redeemWIC food instruments.

TANF
Temporary Assistance for Needy Families

VOC
Verification of Certification

WIC Benefits/Items
Any item received from the WIC Program to include WIC food instruments, WIC foods
purchased with WIC food instruments, breast pumps (personal and hospital grade),
breast milk storage bags, breast shells, nursing pads, breast milk storage bags, and nurs-
ing bras.

WIC Clinic
A facility where women, infants, and children are screened and determined to be eligible
to participate in the WIC Program.

WIC Participants
Pregnant, breastfeeding or postpartum women, infants and children up to age five (5)
years who are receiving WIC authorized supplemental foods, food instruments under the
WIC program, and the breastfed infant of participating breastfeeding women.
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WIC Program
The Special Supplemental Nutrition Program for Women, Infants and Children author-
ized by Section 17 of the Child Nutrition Act of 1966, as amended.
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