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Module 1: System Administration

For WIC State Agency & Administrative Users
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System Administration Features

System Administration: State Configuration Settings

The System Administration section is where the user can manage the State Con-
figuration Settings along with updating forms that are displayed in HANDS.

1. From the home page in HANDS click on Sys Admin in the menu bar. The System
Admin Home page is displayed.

2. Select State Configuration Settings from the System Administration section.

General

4. The State Configuration Settings page displays.
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5. Enter data in all the required fields and any other desired fields to complete the state
configuration settings page.

6. Select the CSFP check box if HANDS will be used to facilitate the CSFP program.

7. Select FMNP if HANDS will be used to facilitate the FMNP program.

In the Certification Module Section:

1. Select the Voter Registration check box if this information is required from the client. If
the check box is not selected, it will not display on the Family page.

2. Select the Origins check box if this information is required from the Client. If the check
box is not selected, it will not display on the Client page.

3. Select the Data Privacy check box if you want to enable data privacy functionality for
the program.

In the Food Benefits Module Section:

1. Enter the number of days overlap that are allowed for Food Benefits in a month. This
is a required field, therefore, data will need to be entered in this field.
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2. Select the Proration check box if the food prescriptions should be prorated. If the
check box is not selected, proration will not be used.

3. Select the Starter Package Proration check box if starter package proration will be
used.

4. Select the Program Forms check box if the program will be requiring a first time new
user to review and sign a program form upon login.

In the Appointment Scheduling Module Section:

1. Select the Appointment Reminder - Text check box if text reminders will be used for
scheduled appointments.

2. Select the Appointment Reminder - Email check box if email reminders will be used
for scheduled appointments.

In the Vendor/PI Vendor Module Section:

1. Select the Sanction Points check box if HANDS will be used to assess vendor sanc-
tion points. If the check box is not selected, the points information will not be used and
will not display on the Program Integrity Vendor Sanctions page.

2. Select the Health Permits check box if HANDS will use the Health Permit field in the
Vendor Management module. If the check box is not selected, it will not display on the
Vendor Demographics-General page.

In the Farmers Market Coupons Module Section:

1. Enter the number of checks that should be issued to a client for the Farmers Market
program.

2. Enter the dollar amount of each coupon/check for the Farmers Market program.

Saving the State Configuration Setting

6. To discard your changes, click the Reset button at the bottom of the State Con-
figuration Settings page.
7. To save your changes, click the Save button at the bottom of the State Configuration
Settings page.
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System Administration: Add Forms

This Page is for CMA Use only and is used for Uploading Forms to HANDS.
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System Administration: Location Base Tables

The Location base table section is where the user can manage Geo Location inform-
ation. The following base tables can be accessed within the Location section: Geo Loca-
tions, Cities, Counties, States, and ZIP codes. Most base tables have the same
procedure for adding, editing, and deleting records. This section will have one example
of each procedure.

Access the appropriate page from the System Admin home page by clicking on the link
in the Location section.
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Location: Geo Locations

1. Click on the Geo Locations link in the Location section. The Geo Location page dis-
plays.
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To Add a New Value

2. Click the Add button at the bottom of the page. The Add page displays.

3. Enter all required fields.

4. To discard your changes, click the Reset button at the bottom of the page.

5. To keep your changes, click the Save button at the bottom of the page.

6. Clicking the Back to List button at the top of the page will bring the user back to the
main Geo Locations page.

View/Edit a Value

1. Click the edit icon for the record you would like to view/edit. The Edit page displays.
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2. Make changes to the appropriate fields.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.

5. Clicking the Back to List button at the top of the page will bring the user back to the
main Geo Locations page.
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System Administration: Security Base Tables

The Security base table section is where the user can add, edit, or view Default Title
Roles and Role Configuration. These pages can be accessed from the System Admin
home page, in the Security section.

Security: Default Title Roles

This is where a user can add Roles to a particular Title for access to certain functionality
within HANDS.

1. Click on the Default Title Roles link in the Security section. The Default Title Roles
page displays.
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2. Select a Title from the drop down list. The roles currently assigned to the selected
Title will display in the Default Roles section.

3. Click the Add button in the Default Roles section. The Add window displays.

4. Select a Role from the drop down list.

5. To discard your changes, click the Cancel button and the Add window will close.

6. To keep your changes, click the OK button and the Add window will close.

7. To discard your changes to the selected Title, click the Reset button at the bottom of
the page.

8. To keep your changes to the selected Title, click the Save button at the bottom of the
page.
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9. Repeat the above steps for each Title you want to edit.

Security: Role Configuration

This is where the user can add security permissions to a particular Role.

Add a Security Role

1. Click on the Role Configuration link in the Security section. The Role Configuration
page displays.

2. Select a Role Name from the drop down list. The security permissions currently
assigned to the selected Role will display in the Security Features for Selected Role sec-
tion.

3. Click the Add button in the Security Features for Selected Role section. The Add win-
dow displays.
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4. Select an Object from the drop down list and the Permission (Read or Write).

5. To discard your changes, click the Cancel button and the Add window closes.

6. To keep your changes, Click the OK button and the window closes.

7. To discard your changes to the selected Role, click the Reset button at the bottom of
the page.

8. To keep your changes to the selected Role, click the Save button at the bottom of the
page.

9. Repeat the above steps for each Role you want to edit.

Edit Existing Role

1. Click the edit icon for the record you want to edit in the Security Features for Selected
Role section. The Edit window displays.

2. Change the appropriate fields on the Edit window.

3. To discard your changes, click the Cancel button and the Edit window closes.
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4. To keep your changes, click the OK button and the Edit window closes.

5. To discard your changes to the selected Role, click the Reset button at the bottom of
the page.

6. To keep your changes to the selected Role, click the Save button at the bottom of the
page.

Delete an Assigned Role

1. Click the delete icon for the record you want to delete in the Security Features for
Selected Role section. A Delete confirmation message displays.

2. To cancel the delete process and keep the record, click Cancel.

3. To delete the record, click Delete.

4. Click Save on the Role Configuration page.

System Administration: Help Desk

The System Log Viewer page allows you to search for and review error and inform-
ational messages generated by the HANDS system. To access the System Log Viewer,
select the System Log Viewer link from the System Admin Home page.
Access the appropriate page from the System Admin home page by clicking on the link
in the Help Desk section.

System Log Viewer
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Search System Error Logs

1. Enter search criteria in the search fields. User can filter results by using any com-
bination of the following fields: Server Name, Ticket Number, Class Name, Service
Name, Method Name, and Start and End Date.

2. Click the Search button at the bottom of the page. All system log results matching the
search criteria entered are displayed in the bottom section of the page.
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3. To view the details of a particular error, click the edit icon on the row for that record.
The edit window displays.

4. The details of the error are displayed in the window. All fields are read only.
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5. Click OK or Cancel to close the window.

6. To start a new search, click the Reset button at the bottom of the page.

System Administration: Food Benefits

The Food Benefits base table section is where the user can manage Food Package
information and Setup. The following base tables can be accessed within the Food
Benefits section: Age Ranges, Cash Values, FB Lookup, Food Groups, Food Instrument
Types, Food Items, Food Package Categories, Food Packages, Food Subcategory, Max-
imum Foods, Un-Void Food Benefits, Void Un-Issued Food Benefits, Containers, For-
mula Bases, Prorations, Units of Measure, and Void Reasons. Most base tables have
the same procedure for adding, editing, and deleting. This section will have one
example of each procedure with the exception of a few special base tables which are out-
lined individually below.

Access the appropriate page from the System Admin home page by clicking on the link
in the Food Benefits section.

Age Ranges

Add a New Age Range Value

1. Select the Age Ranges link from the Food Benefits section.The Age Ranges page dis-
plays. The Begin Month is the age of the Client in months for when the Food Package
will be allowed to be assigned. The End Month is the ending age in months of the Client
for when the Food Package will no longer be allowed to be assigned.
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2. Click the Add button at the bottom of the page. The Add page displays.

3. Enter all required information and select a value for the Active Flag field.
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4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page

View/Edit an Age Range Record

1. Click the edit icon for the record you would like to view/edit. The Edit page displays.

2. Make changes to the appropriate fields.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.

5. Click the Back to List button at the top of the page.
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Delete an Age Range Record

1. Click the delete icon for the record you would like to delete. The Delete page displays.

2. To cancel the delete process, click the Cancel button at the bottom of the page.

3. To delete the record, click the Delete button at the bottom of the page.
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FB Lookup

The Food Benefit Lookup page allows the user to search for and review issued Food
Benefits and Case Value Vouchers (CVV) based on entered search criteria. The user is
allowed to filter search results by any combination of the following fields: Family ID, Cli-
ent ID, Vendor ID, Farmer ID, CVV ID, First and Last Date to Use, and Starting Serial
Number and Ending Serial Number.

1. From the System Admin home page click the FB Lookup link in the Food Benefits sec-
tion. The Food Benefit lookup page displays.

2. Enter the search criteria to locate the issued food benefit or cash value voucher.

3. Click the Search button at the bottom of the page. The search results will display all
matching records.
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4. In the Food Benefits or CVVs section use the scroll bar to view and click the Preview
Check button for the particular benefit you want to view. The Check Preview window dis-
plays.

5. Review the Food Benefit or CVV. Click OK to close the window.

6. To begin a new search click the New Search button at the bottom of the page.
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Un-Void Food Benefits - State Level

1. From the System Admin home page click the Un-Void Food Benefits link in the Food
Benefits section. The Un-Void Food Benefits search page displays.

Note: User must be logged in at the state level in order to Un-Void Food Benefits
on this page. Only FIs with a valid Last Date to Use and a Void Date in the past can
be Un-Voided from this page. (Refer to the Clinic Admin User Manual for inform-
ation regarding Clinic Admin Un-Void Food Benefits page)

2. Enter the Client ID and click the Search button at the bottom of the page. The data
matching the search criteria will display in the bottom of the page.
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3. Select the check box next to each FI Number you want to Un-Void and enter a Com-
ment.

4. To discard your changes, click the Reset button at the bottom of the page.

5. To keep your changes, click the Save button at the bottom of the page. A confirmation
message will display.

6. Click No to discontinue the Un-Void process.

7. Click Yes to continue the Un-Void process.

8. The FIs selected no longer display on the page.
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Void Un-Issued Food Benefits

1. From the System Admin home page, click the Void Un-Issued Food Benefits link in
the Food Benefits section. The Void Un-Issued Food Benefits page displays.

2. Enter the Starting and Ending Serial Numbers and select the Void Reason from the
drop-down list.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.

Note: To Assign Food Packages to Clients, the tables in this section need to be
completed. Before you can create a Food Package, the following tables need data
(In this Order)- Age Ranges, Food Groups, Food Sub-Category, Food Items, Max-
imum Food, and Food Packages.
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Food Subcategory

1. From the System Admin home page select the Food Subcategory link in the Food
Benefits section. The Food Subcategory page displays.

2. The page will display the current Food Subcategory records.

Add Food Subcategory

1. Click the Add button at the bottom of the page. The Add Food Subcategory page dis-
plays.
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2. Enter all required fields. The Note field is the only optional field on the page.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.
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Edit Food Subcategory

1. Click the edit icon on the row for the Food Subcategory you wish to view/edit. The edit
Food Subcategory page displays.

2. Update the appropriate fields.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.
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Food Items

1. From the System Admin home page click on the Food Items link in the Food Benefits
section. The Food Item search page is displayed.
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2. Enter the search criteria and click the Search button at the bottom of the page. The
search results will display in the bottom portion of the page.
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Add Food Item

1. From the Search page, click on the Add button at the bottom of the page. The blank
Add Food Item page displays.

2. Enter all required fields and any additional fields to complete the Food Item page.

3. Once the Food Category is selected, the Effective Date and End Date are auto-
matically populated.

4. Once the Food Sub Category is selected, the Effective Date, End Date, and Decre-
ment Type are automatically populated with data from the Food Sub Category table.
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Key Fields:

l The Alternating Month Food ID field determines if the food will be considered an
alternate food. An alternate food is two foods that switch from month to month. For
example: Rice and cereal are considered alternate foods in a particular food pack-
age that checks are being issued from. When the user goes to issue 3 months of
checks month 1 will contain rice, month 2 cereal, and month 3 rice again. It is
important to note that in order for alternating foods to work properly the user must
go into both of the desired alternate foods and select one another in the Alternating
Month Food ID field.

l The Substitution Food ID field determines which foods will be considered OR
foods. An OR food will appear on the same FI and the user is allowed to receive
either one or the other. For example: User can receive 3 Cans of Peanut Butter OR
4 cans of Beans. It is important to note that in order for Substitution foods to work
properly the user must go into both of the desired substitution foods and select one
another in the Substitution Food ID field.

l The Units, Package size, Form, and Description fields all link together to make the
FB Description. The FB Description is what will appear when the food is printed on
an FI.

l The Reconstituted Ounces field is only required for Formula foods.

5. Click the Add button in the Category Approvals section. The Add window displays.

6. Select the Category and select whether the item needs approval.

7. To discard your changes, click the Cancel button.

8. To keep your changes, click the OK button.

9. To discard your data, click on the Reset button on the Food Item page.
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10. To keep your date, click the Save button on the Food Item page.

Edit Food Item

1. From the search results, click on the Food Description link for the item you wish to
view/edit. The edit Food Item page displays.

2. If applicable, update the appropriate fields, ensuring all required fields are filled in.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.

5. Click the Add button at the bottom of the page to add a new food item.

6. Click the Copy button to copy the existing information to a new record.
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Maximum Foods

1. From the System Admin home page, click on the Maximum Foods link in the Food
Benefits section. The Maximum Foods search page displays.

2. Enter the search criteria and click the Search button at the bottom of the page. The
search results will display in the bottom portion of the page.
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Add Maximum Food

The Add Maximum Food page allows you to add new Maximum Food records as new
food items are created. Maximum Food records need to cover the entire age range for
the client category.

1. Click the Add button at the bottom of the page
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2. Enter data in the Category, Food Category, Food Sub Category, Food Item, and Max-
imumMonthly Quantity fields.

Note: The MaximumMonthly Quantity field will be used to determine the maximum
monthly amount for the selected food item, client category, and age range. This
field will be used for both formula foods and non-formula foods until EBT is imple-
mented. Once EBT has been implemented, the MaximumMonthly Quantity field will
be used only for non-formula foods. The Formula MaximumMonthly Allowance
field will be used to capture the maximummonthly amount allowed for formula
foods in reconstituted ounces.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.
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5. Clicking the Back to List button at the top left of the page will bring you back to the
search results page.

Edit Maximum Food

The Edit Maximum Food page allows the user to perform updates on maximum food
records that already exist in the system.

1. Enter the search criteria and click the Search button at the bottom of the page. The
search results will display in the bottom portion of the page.

2. Click on the Edit icon for a search results record.

3. To discard your changes, click the Reset button at the bottom of the page.
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4. To keep your changes, click the Save button at the bottom of the page.

5. Clicking the Back to List button at the top left of the page will return you to the search
results.

Batch Update

The Batch Update page allows the user to update the maximum amount for multiple for-
mula records at once.

1. Click the Batch Update button at the bottom of the maximum foods page.

2. User is allowed to filter formula records to be updated by any combination of the fol-
lowing: Client Category, Food Category, Food Sub Category, and Form.
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3. Click the Search button to populate the grid with formula records for updating.

4. To discard your changes, click the Reset button at the bottom of the page.

5. Desired MaximumMonthly Amount to be applied to formula records in the search res-
ults grid can be entered in the MaximumMonthly Quantity field.

6. To keep your changes, click the Save button at the bottom of the page.
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7. To discard the update, click the Cancel button. To perform the update to all desired for-
mula records, click the OK button on the pop-up.

9. Clicking the New Search button at the top left of the page will return the user to the
Maximum Foods page
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Food Packages

The Food Package page is where you can search for food packages, edit food pack-
ages, and add new food packages.

1. From the System Admin home page, click the Food Packages link in the Food Bene-
fits section. The Search Food Packages page displays.

2. Enter the search criteria for the package you want to view. The search results will dis-
play in the bottom portion of the page.

Add Food Package

1. On the Food Packages search page, click the Add button at the bottom of the page.
The Add Food Package page displays.
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2. Enter a Food Package ID and a Description for the Food Package. The Number of FI's
field determines how Many FI's a Client will receive per month. The Start and End Date
fields determine the date range in which the food package will be active for.

3. The Food Package must contain at least one or more foods and at least one category
must be enabled for the package.

4. If the Start Date is in the future even if the Active Flag is set, the package will not be
available for Assignment. If the End Date has passed, even though the Active flag is set,
the Package will not be available for Assignment.

5. Click the Add button in the Food Package Foods section. The Add window displays.
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4. Select a Food ID and Enter a Quantity amount

Distribution of Quantity over FI's rules
l The quantity entered must equal the total distributed over the FI's.
l The user is only allowed to distribute the quantity the number entered in the Num-
ber of FIs field.

l Two formula food items cannot be Distributed on the same FI.
l A formula food item cannot be placed on the same FI as a non-formula food item.
l Substitution (OR) foods must have their quantities distributed over the same num-
ber of FIs. For example: Peanut Butter and Beans are substitution foods. Peanut
Butter is on FI 1 and 2. Beans will also have to be distributed on FI 1 and 2.

Note: The Use Max Amounts? field determines if the Food will be using the max
amount records that were created on the Maximum Amounts page. Selecting Yes means
that the Food item will being using its maximum amount records for the categories and
age ranges that the food package will be assigned too. Selecting No means that the
Food item will not being using is maximum amount records.
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Note: The Use Alternate? field determines if the Food being added will use its alternate
month food. Selecting Yes means that the Food item will being using its alternate food
when checks are printed from the package. Selecting No means that when checks are
printed from the package the Food item will not change per month with its alternate
month food.

5. To discard your changes, click Cancel.

6. To keep your changes, click OK. Repeat these steps for each food item in this pack-
age.

7. In the Food Package Assignments section, click the edit icon for the category you
want to enable for the food package. The Edit window displays.

Options for enabling food packages for assignment: (Refer to the Clinic User
Manual for more information on the Food Package Assignment page.)

l Selecting Yes for the Enable Food Package section will make the package avail-
able for selection for the selected Category and Age Range on the Food Package
Assignment page. However, the package will not appear by default (As a standard
food package).

l Selecting Yes for the Primary Standard and Enable for Package sections will make
the food package appear for the selected Category and Age Range on the food
package assignment page. The package will appear in the default section of the
page.

l Selecting No for both sections will not make the Food Package available for selec-
tion on the Food Package Assignment page for the selected Category and Age
Range.

8. To discard your changes, click Cancel.
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9. To keep your changes, click OK.

10. Repeat these steps for all desired categories.

11. To discard your changes on the Food Package page, click the Reset button at the
bottom of the page.

12. To keep your changes on the Food Package page, click the Save button at the bot-
tom of the page.
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Edit Food Package

1. Click on the Description link on the search results for the food package you want to
view/edit. The Food Package page displays.

2. User is able to update all Yellow Fields, comment field and Category of Food Pack-
age Assignment even if Food Package is prescribed to a Client. Unable to Edit Food
Package ID, Number of FI's and Food Package food Fields.

3. Select the Active check box for this food package to become active.

4. To discard the information entered, click the Reset button at the bottom of the page.
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5. To keep the information entered, click the Save button at the bottom of the page.

6. To create a new food package that is close to an existing food package, click the
Copy button at the bottom of the page. This copies the information of this food package
to a new entry.
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Appointment Scheduler Base Tables
The Appointment Scheduler base table section is where the user can manage Services,
Columns, Nutrition Discussion Group Names, Appointment Statuses, Class Categories,
and Items. Most base tables have the same procedure for adding, editing, and deleting.
This section will have one example of each function with the exception of a few Special
Base tables which are outlined individually below.

Access the appropriate page from the System Admin home page by clicking on the link
in the Appt. Scheduler Base Tables.
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Add a Record

1. Select a link from the Appt. Scheduler Base Tables section. The page displays.

2. Click the Add button at the top right of the page. The Add window displays.

3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Cancel button.
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5. To save your information, click the OK button.

Edit a Record

1. Select a link from the Appt. Scheduler Base Tables section. The page displays.

2. Click the edit icon for the record you would like to view/edit. The Edit page displays.
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3. Enter all required information and any additional information to complete the window.

4. To discard your information and start over, click the Cancel button.

5. To save your information, click the OK button.

Delete a Record

1. Select a link from the Appt. Scheduler Base Tables section. The page displays.
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2. Click the delete icon for the record you would like to delete. The Delete page displays.

3. To cancel the delete process, click the Cancel button at the bottom of the page.

4. To delete the record, click the Delete button at the bottom of the page.
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Services Base Table

The Services Base Table is used when Scheduling a Client for an Appointment. The
User will select from a drop down which Services are provided.

Add a Record

1. Select Services from the Appointment Scheduler Base Tables section. The page dis-
plays.

2. Click the Add button at the top right of the page. The Add window displays.
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3. Enter all required information and any additional information to complete the page. Dis-
play Order is the Order of the Columns when they are added to Appointment Sheet.

4. To discard your information and start over, click the Cancel button.

5. To save your information, click the OK button.

Edit a Record

1. Select a link from the Services Base Table. The page displays.

2. Enter all required information and any additional information to complete the window.

3. To discard your information and start over, click the Cancel button.
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4. To save your information, click the OK button, Edit Modal closes. Hit Save.

*Record cannot be deleted once added.

Items Base Table

The Items Base Table is where Items to bring are Added and will Auto-Populate based
on Data entered in System if Flag is checked in Base Table. Items to bring can also be
Manually added by User for each Client.

Add a Record

1. Select Items from the Appointment Scheduler Base Tables section. The page dis-
plays.

2. Click the Add button at the top right of the page. The Add window displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Cancel button.

5. To save your information, click the OK button. Add Modal Closes. Hit Save to save
changes.

Edit a Record

1. Select a link from the Items Base Table. The page displays.
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2. Enter all required information and any additional information to complete the window.

3. To discard your information and start over, click the Cancel button.

4. To save your information, click the OK button, Edit Modal closes. Hit Save.

*Record cannot be deleted once added.
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Nutrition Discussion Group Names Base Table

The Nutrition Discussion Group Names Base Table is specific to each Agency. The data
entered and saved in the base table is used when adding a group template to a Clinic
Schedule.

Add a Record

1. Select Nutr. Disc Group Names from the Appointment Scheduler Base Tables section.
The page displays.

2. Click the Add button at the top right of the page. The Add window displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Cancel button.

5. To save your information, click the OK button. Add Modal Closes. Hit Save to save
changes.

Edit a Record

1. Select a link from the Nutr. Disc Group Names Base Table. The page displays.
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2. Enter all required information and any additional information to complete the window.

3. To discard your information and start over, click the Cancel button.

4. To save your information, click the OK button, Edit Modal closes. Hit Save.

*Record cannot be deleted once added.
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Ops Management Base Tables

The Ops Management base table section is where the user can manage Outreach Com-
munication Types, Outreach Org Types, Staff Titles, and Title Categories. Most base
tables have the same procedure for adding, editing, and deleting. This section will have
one example of each function.

Access the appropriate page from the System Admin home page by clicking on the link
in the Ops. Mgmt. Base Tables.

Add a Record

1. Select a link from the Ops. Mgmt. Base Tables section. The page displays.
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2. Click the Add button at the bottom of the page. The Add page displays.

3. Enter all required information and any additional information to complete the page.
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4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.

Edit a Record

1. Select a link from the Ops. Mgmt. Base Tables section. The page displays.

2. Click the edit icon for the record you would like to view/edit. The Edit page displays.
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3. Make changes to the appropriate fields.

4. To discard your changes, click the Reset button at the bottom of the page.

5. To keep your changes, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.

Delete a Record

1. Select a link from the Ops. Mgmt. Base Tables section. The page displays.
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2. Click the delete icon for the record you would like to delete. The Delete page displays.

3. To cancel the delete process, click the Cancel button at the bottom of the page.

4. To delete the record, click the Delete button at the bottom of the page.
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Finance Base Tables

The Finance base table section is where the user can manage Purchase Orders, Case-
load Types, Document Types, Fund Income Reasons, Fund Sources, Fund Types, Fund
Uses, Poverty Bases, Poverty Levels, Rebate Invoice Status, and Wait List Responses.
Most base tables have the same procedure for adding, editing and deleting. This section
will have one example of each function.

Access the appropriate page from the System Admin home page by clicking on the link
in the Finance Base Tables.

Add a Record

1. Select a link from the Finance Base Tables section. The page displays.
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2. Click the Add button at the bottom of the page. The Add page displays.

3. Enter all required information and any additional information to complete the page.
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4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.

Edit a Record

1. Select a link from the Finance Base Tables section. The page displays.

2. Click the edit icon for the record you would like to view/edit. The Edit page displays.
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3. Make changes to the appropriate fields.

4. To discard your changes, click the Reset button at the bottom of the page.

5. To keep your changes, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.
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Delete a Record

1. Select a link from the Ops. Mgmt. Base Tables section. The page displays.

2. Click the delete icon for the record you would like to delete. The Delete page displays.
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3. To cancel the delete process, click the Cancel button at the bottom of the page.

4. To delete the record, click the Delete button at the bottom of the page.
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System Base Tables

The System base table section is where the user can manage Packages, Reject
Reasons, Contact Methods, Contact Titles, Phone Types, Bank Dispositions, Category
Groups, Dispositions and Products. Most base tables have the same procedure for
adding, editing and deleting. This section will have one example of each function.

Access the appropriate page from the System Admin home page by clicking on the link
in the System Base Tables.
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Add a Record

1. Select a link from the System Base Tables section. The page displays.
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2. Click the Add button at the bottom of the page. The Add page displays.

3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.

Edit a Record

1. Select a link from the System Base Tables section. The page displays.
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2. Click the edit icon for the record you would like to view/edit. The Edit page displays.

3. Make changes to the appropriate fields.
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4. To discard your changes, click the Reset button at the bottom of the page.

5. To keep your changes, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.

Delete a Record

1. Select a link from the System Base Tables section. The page displays.

2. Click the delete icon for the record you would like to delete. The Delete page displays.
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3. To cancel the delete process, click the Cancel button at the bottom of the page.

4. To delete the record, click the Delete button at the bottom of the page.
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Cert and Enroll Base Tables

The Cert. and Enroll Base Tables section is where the user can manage Bloodwork
Types, BMI Data, BMI Weight Gain, Categories, Category Bloodworks, Category Blood-
work Factors, Communication Types, Disabilities, Education Levels, Elevations, Ethnic
Groups, Income Intervals, Languages, Priorities, Races, Risk Factors, Risk Factor
Types, and Probing & Topic Questions. Most base tables have the same procedure for
adding, editing and deleting. This section will have one example of each function with
the exception of a few Special Base tables which are outlined individually below.

Access the appropriate page from the System Admin home page by clicking on the link
in the Cert. & Enroll Base Tables.

Add a Record

1. Select a link from the Cert. & Enroll Base Tables section. The page displays.
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2. Click the Add button at the bottom of the page. The Add page displays.

3. Enter all required information and any additional information to complete the page.
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4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.

Edit a Record

1. Select a link from the Cert. & Enroll Base Tables section. The page displays.

2. Click the edit icon for the record you would like to view/edit. The Edit page displays.
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3. Make changes to the appropriate fields.

4. To discard your changes, click the Reset button at the bottom of the page.

5. To keep your changes, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.

Delete a Record

1. Select a link from the Cert. & Enroll Base Tables section. The page displays.
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2. Click the delete icon for the record you would like to delete. The Delete page displays.

3. To cancel the delete process, click the Cancel button at the bottom of the page.

4. To delete the record, click the Delete button at the bottom of the page.
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BMI Weight Gain Base Table

The BMI Weight Gain Base Table is used on the Medical Screen for Anthropometric
Data to determine Woman's Weight gain during pregnancy by weeks gestation and BMI
Category.

Add a Record

1. Select BMI Weight Gain from the Cert & Enroll Base Tables section. The page dis-
plays.

2. Click the Add button at the bottom of the page. The Add page displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To keep your changes, click the save button at the bottom of the page.

6. Click Back to List at the top of the page.

Edit a Record

1. Select a link from the Cert. & Enroll Base Tables section. The page displays.
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2. Make changes to the appropriate fields. Only two Fields can be edited (Wks Gtst and
Eng Wgt Gain).

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the save button at the bottom of the page.

5. Click Back to List at the top of the page.

Delete a Record

1. Click the delete icon for the record you would like to delete. The Delete page displays.
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2. To cancel the delete process, click the Cancel button at the bottom of the page.

3. To delete the record, click the Delete button at the bottom of the page.
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Category Blood Work Factors Base Table

The Category Blood Work Factors Base Table is used on the Medical Screen for blood
work Data for Specific Categories by Age Range.

Add a Record

1. Select Cat Blood Factors from the Cert & Enroll Base Tables section. The page dis-
plays.

2. Click the Add button at the bottom of the page. The Add page displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. Click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.

Edit a Record

1. Select a link from the Cat Blood Factors Base Table. The page displays.
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2. Make changes to the appropriate fields. Only the Notes Field is allowed to be Edited.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.

5. Click Back to List at the top of the page.

Delete a Record

1. Click the delete icon for the record you would like to delete. The Delete page displays.
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2. To cancel the delete process, click the Cancel button at the bottom of the page.

3. To delete the record, click the Delete button at the bottom of the page.
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Category Blood Works Base Table

The Category Blood Works Base Table is used on the Medical Screen to help determine
risk codes for categories by Blood Work Type, Category and if Client is a smoker or non-
smoker. User is able to search Hematocrit and Hemoglobin by Category, Trimester, age,
blood work values and elevation.

Add a Record

1. Select Cat Blood Works from the Cert & Enroll Base Tables section. The page dis-
plays.

2. Click the Add button at the bottom of the page. The Add page displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Cancel button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

Edit a Record

1. Select Hematocrit or Hemoglobin and Hit Search at the bottom of the screen.
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2. Select a link from the Cat Blood Works Base Table. The page displays.
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3. Make changes to the appropriate fields. The Fields that are Highlighted are the Edit-
able fields (Low Blood Pressure, High Blood Pressure, Low Nutrition and High Nutrition.

4. To discard your changes, click the Cancel button at the bottom of the page.

5. To keep your changes, click the Save button at the bottom of the page.

Delete a Record

1. After Searching for a record, Click the delete icon for the record you would like to
delete. System asks if you are Sure you want to Delete the record. Hit Delete. Record is
Deleted.
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Probing & Topic Questions Base Table

The Probing & Topic Questions Base Table is used to create the Topic and Probing
questions for the Client's Assessment.

Add a Record

1. Select Probing & Topic Questions from the Cert & Enroll Base Tables section. The
page displays.

2. Click the Add button at the top of the page. The Add page displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Cancel button at the bottom of the
page.

5. To save your information, click the Okay button at the bottom of the page. Add Modal
Closes. Hit Save at the Bottom of the page to Save New Record.

Edit a Record

1. Select a link from the Probing & Topic Questions Base Table. The page displays.
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2. Make changes to the appropriate fields.

3. To discard your changes, click the Cancel button at the bottom of the page.

4. To keep your changes, click the Okay button at the bottom of the page. Edit Modal
Closes. Hit the Save button to Save the Record.

*Records cannot be deleted once added to the Table. Only Records that have the Active
Flag Checked will appear in the system. If record is Inactive, Uncheck the Active Flag.
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Risk Factors Base Table

The Risk Factors Base Table is used on the Assessment and are derived from how the
Topic and Probing questions are Answered to give the Clients WIC Codes. User is able
to search by Risk Factor ID, Category Code (which is Mandatory for Search), Risk Factor
Type and Priority.

Add a Record

1. Select Risk Factors from the Cert & Enroll Base Tables section. The page displays.

2. Click the Add button at the top of the page. The Add page displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Cancel button at the bottom of the
page.

5. To save your information, click the Okay button at the bottom of the page. Add Modal
Closes. Hit Save at the Bottom of the page to Save New Record.

Edit a Record

1. Select a Category and Hit Search at the bottom of the screen.

2. Select a link from the Risk Factors Base Table. The page displays.
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3. Make changes to the appropriate fields.

4. To discard your changes, click the Cancel button at the bottom of the page.

5. To keep your changes, click the Okay button at the bottom of the page. Edit Modal
Closes. Hit the Save button to Save the Record.

*Records cannot be deleted once added to the table. Only Records that have the Active
Flag Checked will appear in the system. If record is Inactive, Uncheck the Active Flag.
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Ethnic Groups Base Table

The Ethnic Groups Base Table is linked to a Race which is derived from the Race Base
Table. Ethnicity/Race is located on the Client Reg page of the System.

Add a Record

1. Select Ethnic Groups from the Cert & Enroll Base Tables section. The page displays.

2. Click the Add button at the bottom of the page. The Add page displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

Edit a Record

1. Select a link from the Ethnic Groups Base Table. The page displays.
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2. Make changes to the appropriate fields.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.

Delete a Record

1. Click the delete icon for the record you would like to delete. The Delete page displays.
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2. To cancel the delete process, click the Cancel button at the bottom of the page.

3. To delete the record, click the Delete button at the bottom of the page.
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Program Integrity Base Tables

The Program Integrity Base Tables section is where the user can manage Case
Statuses, Activity Types, Appeal Reason Codes, Appeal Result Codes, Collection
Types, Complaint Source Types, Complaint Statuses, Complaint Subjects, Compliance
Case Designations, Compliance Case Types, Finding Codes, Health Violations, Hear-
ing Officer Types, Legal Firms, Legal Representatives, Reasons Not Held, Sanction
Types, Suspension Reasons, Resolve Dual Enrollment, Dual Enrollment Extract, and
Interagency Upload. Most base tables have the same procedure for adding, editing and
deleting records. This section will have one example of each function.

Access the appropriate page from the System Admin home page by clicking on the link
in the Program Integrity Base Tables.

Add a Record

1. Select a link from the Program Integrity Base Tables section. The page displays.
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2. Click the Add button at the bottom of the page. The Add page displays.

3. Enter all required information and any additional information to complete the page.
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4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.

Edit a Record

1. Select a link from the Program Integrity Base Tables section. The page displays.

2. Click the edit icon for the record you would like to view/edit. The Edit page displays.
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3. Make changes to the appropriate fields.

4. To discard your changes, click the Reset button at the bottom of the page.

5. To keep your changes, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.

Delete a Record

1. Select a link from the Program Integrity Base Tables section. The page displays.
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2. Click the delete icon for the record you would like to delete. The Delete page displays.

3. To cancel the delete process, click the Cancel button at the bottom of the page.

4. To delete the record, click the Delete button at the bottom of the page.
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Vendor Base Tables

The Vendor Base Tables section is where the user can manage FSP Regional Offices,
Legal Rep Firms, Risk Levels, Bank Branches, Terminations, Communication Types,
Milestone Types, Sanction Type Codes, Step Types, Violation Codes, Application Mile-
stones, Application Types, Education Courses, Education Locations, Education Train-
ers, Owner Types, Peer Groups, Vendor Types, Delivery Types, Disqualification
Reasons, Risk Factors, Statuses, Violation Actions, and WIC Codes. Most base tables
have the same procedure for adding, editing and deleting records. This section will have
one example of each procedure.

Access the appropriate page from the System Admin home page by clicking on the link
in the Vendor Base Tables.

Add a Record

1. Select a link from the Vendor Base Tables section. The page displays.
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2. Click the Add button at the bottom of the page. The Add page displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.

Edit a Record

1. Select a link from the Vendor Base Tables section. The page displays.

2. Click the edit icon for the record you would like to view/edit. The Edit page displays.
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3. Make changes to the appropriate fields.

4. To discard your changes, click the Reset button at the bottom of the page.

5. To keep your changes, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.

Delete a Record

1. Select a link from the Vendor Base Tables section. The page displays.

2. Click the delete icon for the record you would like to delete. The Delete page displays.
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3. To cancel the delete process, click the Cancel button at the bottom of the page.

4. To delete the record, click the Delete button at the bottom of the page.
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WIC Base Tables

The WIC Base Tables section is where the user can manage Assessment Types, BP
Statuses, Breast Pump Types, BP Inactive Reasons, Groups, HC Payees, Income Veri-
fications, NCHS Classifications, BF Promo Items, Nutrition Education Topics, Pending
Lab Codes, BMI Anthropometric, Immunization Not Assessed, Income Levels, Income
Sources, Marital Statuses, NCHS Data, NCHS Types, No Contact Reasons, Origins,
Pickup Intervals, Proof Addresses, Proof Identities, Race Ethnicities, Reasons BF
Ended, Reasons Not Linked, Reasons Not Present, Term. Reasons, Topics, Voter
Registrations, and Weight Height Ranges. Most base tables have the same procedure
for adding, editing and deleting. This section will have one example of each function
with the exception of a few Special Base tables which are outlined individually below.

Access the appropriate page from the System Admin home page by clicking on the link
in the WIC Base Tables.

Add a Record
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1. Select a link from the WIC Base Tables section. The page displays.

2. Click the Add button at the bottom of the page. The Add page displays.



HANDS WIC State Training Manual
125

3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

6. Click Back to List at the top of the page.

Edit a Record

1. Click the edit icon for the record you would like to view/edit. The Edit page displays.
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2. Make changes to the appropriate fields.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.

5. Click Back to List at the top of the page.

Delete a Record

1. Click the delete icon for the record you would like to delete. The Delete page displays.
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2. To cancel the delete process, click the Cancel button at the bottom of the page.

3. To delete the record, click the Delete button at the bottom of the page.
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Pending Lab Codes Base Table

The Pending Lab Codes Base Table is used on the Medical Screen for Anthropometric
data & Blood Work data for Pending Lab Codes.

Add a Record

1. Select Pending Lab Codes from the WIC Base Tables section. The page displays.

2. Click the Add button at the bottom of the page. The Add page displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

Edit a Record

1. Select a link from the Pending Lab Code Base Table. The page displays.
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2. Make changes to the appropriate fields.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.

5. Click Back to List at the top of the page.

Delete a Record

1. Click the delete icon for the record you would like to delete. The Delete page displays.
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2. To cancel the delete process, click the Cancel button at the bottom of the page.

3. To delete the record, click the Delete button at the bottom of the page.
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Weight Height Ranges Base Table

The Weight Height Ranges Base Table is used on the Medical Screen for Anthro-
pometric data to set ranges for Height and Weight.

Add a Record

1. Select Weight Height Ranges from the WIC Base Tables section. The page displays.

2. Click the Add button at the bottom of the page. The Add page displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

Edit a Record

1. Select a link from the Weight Height Ranges Base Table. The page displays.
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2. Make changes to the appropriate fields.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.

5. Click Back to List at the top of the page.

Delete a Record

1. Click the delete icon for the record you would like to delete. The Delete page displays.
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2. To cancel the delete process, click the Cancel button at the bottom of the page.

3. To delete the record, click the Delete button at the bottom of the page.
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Term Reasons Base Table

The Term Reasons Base Table is used on the Cert Action Screen for Clients. This Base
Table determines if a Client is disqualified or ineligible, depending on which flag is set.

Add a Record

1. Select Term Reasons from the WIC Base Tables section. The page displays.

2. Click the Add button at the bottom of the page. The Add page displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

Edit a Record

1. Select a link from the Term Reasons Base Table. The page displays.
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2. Make changes to the appropriate fields.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.

5. Click Back to List at the top of the page.

Delete a Record

1. Click the delete icon for the record you would like to delete. The Delete page displays.
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2. To cancel the delete process, click the Cancel button at the bottom of the page.

3. To delete the record, click the Delete button at the bottom of the page.



HANDS WIC State Training Manual
140

Nutrition Education Topics Base Table

The Nutrition Education Topics Base Table is used on the Careplan Screen in the Nut.
Discussion tab when adding a Topic. Only Topics with the Active Flag Set to Yes will
appear in drop down. The Topics base table is a separate table from Nut Ed Topics and
is therefore used when adding Contact information on the Breastfeeding Peer Counselor
page.

Add a Record

1. Select Nutr Ed Topics from the WIC Base Tables section. The page displays.

2. Click the Add button at the bottom of the page. The Add page displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

Edit a Record

1. Select a link from the Nutr Ed Topics Base Table. The page displays.
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2. Make changes to the appropriate fields.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.

5. Click Back to List at the top of the page.

Delete a Record

1. Click the delete icon for the record you would like to delete. The Delete page displays.
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2. To cancel the delete process, click the Cancel button at the bottom of the page.

3. To delete the record, click the Delete button at the bottom of the page.
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NCHS Types Base Table

The NCHS Types Base Table is used on the Medical Screen.These are Types of Meas-
urements that are used when creating NCHS (National Center for Health Statistics) Data
in the System.

Add a Record

1. Select NCHS Types from the WIC Base Tables section. The page displays.

2. Click the Add button at the bottom of the page. The Add page displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

Edit a Record

1. Select a link from the NCHS Types Base Table. The page displays.
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2. Make changes to the appropriate fields.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.

5. Click Back to List at the top of the page.

Delete a Record

1. Click the delete icon for the record you would like to delete. The Delete page displays.
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2. To cancel the delete process, click the Cancel button at the bottom of the page.

3. To delete the record, click the Delete button at the bottom of the page.



HANDS WIC State Training Manual
148

Immunization Not Assessed Base Table

The Immunization Not Assessed Base Table populates the Values available in the List
for selection on the Immunization Screen. If Immunizations are not correct or done, A
value from this list needs to be selected.

Add a Record

1. Select Immunizations Not Assessed from the WIC Base Tables section. The page dis-
plays.

2. Click the Add button at the bottom of the page. The Add page displays.
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3. Enter all required information and any additional information to complete the page.

4. To discard your information and start over, click the Reset button at the bottom of the
page.

5. To save your information, click the Save button at the bottom of the page.

Edit a Record

1. Select a link from the Immunization Not Assessed Base Table. The page displays.
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2. Make changes to the appropriate fields.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.

5. Click Back to List at the top of the page.

Delete a Record

1. Click the delete icon for the record you would like to delete. The Delete page displays.
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2. To cancel the delete process, click the Cancel button at the bottom of the page.

3. To delete the record, click the Delete button at the bottom of the page.
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Price Survey

Edit or View a Price Survey

The Price Survey page allows the user to view and edit price surveys submitted by
vendors/applicants.

1. From the Price Survey search page, select desired owner name and market basket
date range

2. To populate vendors/applicants Price Survey search results for entered owner name
and market basket date range, click the search button at the bottom of the page.

3. To clear entered search criteria, click the Reset button at the bottom of the page.



HANDS WIC State Training Manual
153

4. From the Price Survey search results, click the Name link for the price survey you
wish to view or edit. The Edit Price Survey page is displayed.

5. Click the New Search button at the top left of the page to return to the Price Survey
search page.

6. Update the appropriate fields on the page.

7. To discard your changes, click the Reset button at the bottom of the page.

8. To keep your changes, click the Save button at the bottom of the page.

9. Click the Back to List button at the top left of the page to return to the Price Survey
search results.
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System Administration: Reports

Some HANDS reports allow the user to filter the report contents by specifying reporting
criteria, while other reports use fixed criteria. User-specified criteria reports allow the
user to specify some of the criteria used to filter the results that appear in the report. For
example, some reports may allow the user to specify a specific Agency. Fixed criteria
reports do not allow the user to specify the report criteria. The report criteria section is not
displayed. Instead, the report results are generated and displayed when the page opens.

There are two reports in the System Admin module: System Access and WIC User Pro-
files.

1. From the System Admin home page select a report link in the Reports section. The
search criteria information displays.

2. Enter the search criteria and click View Report. The report displays in the bottom por-
tion of the page.
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You can hide the search criteria parameters by clicking on the arrow icon at the bottom
of the search criteria box.

You can select another report to run by selecting it from the drop down list at the top of
the page.
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Module 2: Operations Management
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Operations Management Features

Operations Management: Issue Serial Numbers

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

1. Select Issue Serial Numbers from the drop down list. The Issue Serial Numbers
search page displays.
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2. Select a local agency and a clinic from the drop down lists and click the Search but-
ton.

3. The page will display the FI information assigned to the selected clinic including: Num-
ber of Serial Numbers, Starting FI Number, Ending FI Number, and Last Printed FI.
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4. If you want to assign FI Serial Numbers to a clinic, click the Add button. The Add page
will display, user will need to do this for all new clinics. When a clinics allotment of FI's
gets to be 10% or lower the End of Day process (EOD) will automatically allocate more
FI's for the clinic.
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5. Once you have selected a Local Agency and Clinic from the drop-down lists, the rest
of the fields on the page are automatically populated. User is able to edit the Number of
Serial Numbers field.

6. Click the Issue button at the bottom of the page to save the information.

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

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

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

Edit an Organization

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

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

3. The Organizational Unit page displays with the organization information.
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4. Add/edit the information on the page and click Save.

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

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

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

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

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

l Small = 4,000 FI's in a month
l Medium = 12,000 FI's in a month
l Large = 24,000 FI's in a month

5. The Serviced ZIP Codes field is required to save a new Organization. Click on the
drop down list to select which zip codes this organization will serve.
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5. You can click Reset to clear the page and re-enter the organization information.

6. Click Save to save the organization information.

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

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

Edit an Outreach Organization

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

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

3. The Outreach Organization page displays with the Outreach Organization information.
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4. Add/edit the information on the page and click Save.

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

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

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

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

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

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

6. Click save to save the Outreach Organization information.

7. Upon saving, the Outreach/Referral Org ID will be assigned to the new record.
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*Once a record is added, it cannot be deleted.

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

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

1. Enter the search criteria for the Outreach Event you want to edit. Click the Search but-
ton at the bottom of the page.

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

3. The Outreach Event page displays with the Outreach Event information.
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4. Add/edit the information on the page and click Save.

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

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

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

3. Enter all required fields.

4.Click the save button to save new Outreach Event.

5. Click Cancel to cancel adding a new record. Changes are not saved.
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Operations Management: Labels

The Labels page will let you search for organizations and print mailing labels for the
search results. You can search for State Agencies, Local Agencies, Clinics, Active organ-
izations, or All organizations. You can also search for an individual organization by enter-
ing the name in the Name field.

1. From the drop down navigation list select Labels. The Labels search page displays.
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2. Enter the search criteria, Organization Code, Name, and/or Organizational Level and
click the Search button at the bottom of the page. The page will display your search res-
ults.
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3. Confirm the information in the search results are the addresses for which you want to
print labels.

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

5. Select the appropriate Label Type and Label Start Location and click the Preview
Labels button. The Label preview window will display.
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6. Use your mouse to hover over the top of the form and use the print icon in the toolbar
to print the labels. A Print dialog window will appear and you can select your print
options, including multiple copies. Your Print dialog box may look different.
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7. Click Print to print the labels.

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

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

User Administration Search

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

2. Enter the search criteria, User name, First Name, and/or Last Name and click the
Search button at the bottom of the page. The page will display your search results.
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3. Click the New Search button at the bottom of the page to clear the entered search cri-
teria and begin another search.
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View/Edit an Existing Profile

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

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

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

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

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

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

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

5. Click Cancel to discontinue adding a Title record.

6. Click OK.

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

8. Click Save on the Add User page. The user has been created.
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Module 3: WIC Services Administration

For WIC State Agency & Administrative Users
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WIC Services Administration Features

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

The WIC Services Administrative section includes:

l Assessments Setup
l Breast Pump Inventory
l Print Test Checks
l Food Benefits Lookup
l Un-void Food Benefits
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WIC Services Administration Assessments Set Up
Assessments Setup

The Assessments Setup page is where the user can create the information displayed on
the Assessments page in the WIC Services module. Topics, Probing Questions, and
Standard Questions can be added as well as designating what order each section will
be displayed.

1. Select Assessments Setup from the navigation drop down in the WIC Services mod-
ule. The Search page is displayed with the existing active Assessments displayed in the
grid.
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2. You can search for a particular assessment by entering search criteria and clicking the
Search button at the bottom of the page.

3. You can also scroll through the pages to find an assessment to view.

4. You can uncheck the Active check box and click Search to search for assessments
that are not active.
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Add an Assessment

1. Click the Add button at the bottom of the page. The Add Assessment page is dis-
played.

2. Select the Category for the assessment and enter the Effective Date. If there is another
Assessment for the same Category, the newly created assessment will be the active
assessment on the Effective Date entered, even if the other assessment is not made
inactive.

3. The Active check box is automatically selected to make the record active. Uncheck
the check box if you do not wish for the assessment record to be active.

4. Click the Add new record button in the Create Assessment section. The Add new
record window displays.
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5. Select the Group Name from the drop down list.

6. The Group Name Override field can be filled in if you want your group to display a dif-
ferent name on the Assessment page.

7. The Group Order Override field can be filled out to order your groups on the Assess-
ment page. For example, enter a 1 in the field to have that group display first.

8. To discard the information, click Cancel.

9. To keep the information, click OK. The Group will display in the Create Assessment
grid. Repeat this process until you have added all desired Groups.
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10. To add questions to the Group, click the questions icon to the left of the Group Name
on the grid. The Questions grid will display.

11. Click the Add new record button in the Questions section. The Add new record win-
dow displays.

12. Select a Question from the drop down list.

13. The Question Text Override field can be filled in if you want your question to display
different text on the Assessment page.
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14. The Order field is used to order your questions within the group on the Assessment
page. For example, enter a 1 in the field to have that question display first.

15. To discard the information, click Cancel.

16. To keep the information, click OK. The Question will display in the Questions grid.

17. Repeat the steps to add questions until all the questions for the selected Group are
completed.

18. To discard the information you have entered, click the Reset button at the bottom of
the page.

19. To Save the information you have entered, click the Save button at the bottom of the
page.
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Edit an Assessment

You can only edit an Assessment if the assessment has not been tied to a client in
HANDS. Once the Assessment has been activated and used for a client, you will have to
create a new Assessment to make changes.

1. Select Assessments Setup from the navigation drop down in the WIC Services mod-
ule. The Search page is displayed with the existing active Assessments displayed in the
grid.

2. You can search for a particular assessment by entering search criteria and clicking the
Search button at the bottom of the page or scroll through the pages to find the assess-
ment you are looking for.

3. Click on the link in the Assessment ID field for the record you want to edit . The
Assessment page displays.
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4. To edit a Group, click the edit icon for the record you want to edit. The Edit Record win-
dow displays.

5. Update the appropriate data in the edit window.

6. To discard your changes, click the Cancel button.

7. To keep your changes, click the OK button.

8. Click Save at the bottom of the page.
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9. To edit the Questions within a Group, click the Questions icon to the left of the Group
Name in the grid. The Questions grid for that Group will display.

10. To edit, click the edit icon for the record you want to edit. The Edit Record window
displays.

11. Update the appropriate data in the edit window.

12. To discard your changes, click the Cancel button.

13. To keep your changes, click the OK button.

14. Click Save at the bottom of the page.
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Delete Groups or Questions in an Assessment

You cannot delete an assessment, groups in an assessment, or questions in an assess-
ment once it has been used for a client in HANDS. You can make it inactive by deselect-
ing the Active check box. If the assessment has not been used for a client, you can
delete groups and questions.

1. To delete a Group, click the delete icon for the record you want to delete. The delete
confirmation window displays.

2. To cancel the delete process, click Cancel.

3. To delete the record, click Delete.

4. Click Save on the Assessment page.
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5. To delete a Question within a Group, click the Questions icon to the left of the Group
Name in the grid. The Questions grid for that Group will display.

6. Click the delete icon for the record you want to delete. The delete confirmation win-
dow displays.

7. To cancel the delete process, click Cancel.

8. To delete the record, click Delete.

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

1. Select Breast Pump Inventory from the WIC Services navigation drop-down list. You
will need to be in the WIC Services module to see this option.
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2.The Breast Pump Inventory search page displays.
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3. To search for a pump in inventory, enter the search criteria and click Search.

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

5. The pump information is displayed.

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

7. Make changes if needed and click Save.

8. Select Back to List to return to the Search Results.
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Adding a Breast Pump to the Inventory

1. On the Breast Pump Inventory page, click the Add button.

2. On the Breast Pump Information Page, complete all required fields including:
l Click Active Check Box.
l Add pump Serial Number.
l Choose State/Local Agency.
l Choose Clinic.
l Enter date added.
l Choose pump type.
l Choose pump status.
l Enter a comment if desired.
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3. Once all information is entered, click Save.

4. The pump can now be searched for in the inventory.
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To View the Issuance History for a Pump

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

2. The pump history page will display.

3. Click the Back to List button to get back to the Breast Pump Inventory page.

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

This functionality is user role based and is for state and clinic administrative staff only.

1. Go to the HANDS WIC Services Module.

2. Click on the Navigation Pick List drop down arrow.

3. Click on the Print Test Check Option.
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4. This will bring you to the System Administration Test Check Printer Page.

5. Click the Print Checks button.

6. The check preview box will appear.

7. Scroll down to review the test checks.
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8. Click print checks.

9. HANDS will let you know that the test checks are printing.

WIC Services Administration Food Benefits
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Food Benefits Lookup

The Food Benefit Lookup page allows the user to search for and review issued Food
Benefit and Case Value Vouchers (CVV) based on search criteria.

1. From the System Admin home page click the FB Lookup link in the Food Benefits sec-
tion. The Food Benefit lookup page displays.

2. Enter the search criteria to locate the issued food benefit or cash value voucher.

3. Click the Search button at the bottom of the page. The search results will display all
matching records.
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4. In the Food Benefits or CVVs section use the scroll bar to view and click the Preview
Check button for the particular benefit you want to view. The Check Preview window dis-
plays.
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5. Review the Food Benefit or CVV. Click OK to close the window.

6. To begin a new search click the New Search button at the bottom of the page.
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Un-Void Food Benefits

1. From the System Admin home page click the Un-Void Food Benefits link in the Food
Benefits section. The Un-Void Food Benefits search page displays.

2. Enter the Client ID and click the Search button at the bottom of the page. The data
matching the search criteria will display in the bottom of the page.
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3. Select the check box next to each FI Number you want to Un-Void and enter a Com-
ment.

4. To discard your changes, click the Reset button at the bottom of the page.

5. To keep your changes, click the Save button at the bottom of the page. A confirmation
message will display.

6. Click No to discontinue the Un-Void process.

7. Click Yes to continue the Un-Void process.

8. The FIs selected no longer display on the page.
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Void Un-Issued Food Benefits

1. From the System Admin home page, click the Void Un-Issued Food Benefits link in
the Food Benefits section. The Void Un-Issued Food Benefits page displays.

2. Enter the Starting and Ending Serial Numbers and select the Void Reason from the
drop-down list.

3. To discard your changes, click the Reset button at the bottom of the page.

4. To keep your changes, click the Save button at the bottom of the page.
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Module 4: Vendor Management

For WIC State Agency & Administrative Users
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Vendor Management Features

Vendor Management: Vendor Lookup

The Vendor Lookup screen allows the user to search for existing vendors, edit existing
vendors, or add a new vendor.

1. Click the Vendor module from the main menu bar. The Vendor Lookup screen is dis-
played.

2. Enter the search criteria for the vendor.

3. Click Search. The search results matching the search criteria entered are displayed in
the bottom portion of the page.
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4. To perform a new search click the New Search button on the bottom of the page. The
entered search criteria will be cleared and you can enter new search criteria.
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Vendor Management: Add a New Vendor

1. Click the Vendor module from the main menu bar. If you don't find the Vendor you
need from the search results, click the Add button on the bottom of the page. The New
Vendor page is displayed.

2. Select the Owner. (If the owner does not already exist in the list, you must create the
owner. Refer to section:Owner Lookup).

3. Enter all required fields and any other applicable fields to create the Vendor.

4. If the applicant was previously a WIC vendor, select the Previous Vendor check box
and, if known, enter the Previous Expiration Date.

Note: In the City, State, ZIP Code, and County field you can enter a zip code or the first
few letters of the city and a list of matching data will display for you to choose from.

5. If the Mailing Address is the same as the street address, click the Copy Street to Mail-
ing button. If the Mailing Address is different, enter the mailing address in the appropriate
fields.
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6. Select all applicable check boxes for Conflict Of Interest, ADA Compliance, Health
Permit, and Operating Permit Valid.

7. To clear all entered values and begin again, click the Reset button at the bottom of the
page.

8. Click the Save button at the bottom of the page to save the information entered.
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Vendor Management: Vendor Demographics

Vendor Demographics - General

The Demographics-General screen displays the information entered on the New Vendor
screen and allows the user to enter additional information about the vendor/applicant.

1. Click the Vendor module from the main menu bar.

2. Select the Vendor from the search results. The Demographics - General page is dis-
played.

3. The page will display all the information entered on the Add Vendor page. You can
edit certain Vendor information or add addtional Email, Phone, and Clinics to the
Vendor.

4. Click the Add button within the Vendor Email section. The Add Email window dis-
plays.
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5. Enter the email address and select the Priority. Click OK.

6. The email information entered will display in the Vendor Email grid.

7. To add additional phone numbers, click the Add button within the Vendor Phones sec-
tion. The Add window displays.

8. Select the Phone Type, enter the Phone number and select a Priority. Click OK.

9. The phone information entered will display in the Vendor Phones grid.

10. To add Vendor Clinics, click the Add button within the Vendor Clinics section. The
Add window displays.
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11. Select the Agency, Clinic, and Priority. Click OK.

12. The clinic information entered will display in the Vendor Clinics grid.

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

14. To save the information entered, click the Save button at the bottom of the page.
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Vendor Demographics - Addresses

The Demographics - Addresses page allows you to add and manage addresses for the
vendor.

1. Click the Addresses tab. The Demographics - Addresses page displays.

2. Enter all required fields and any additional fields to complete the Address page.

Note: In the City, State, ZIP Code, and County field you can enter a zip code or the first
few letters of the city and a list of matching data will display for you to choose from.

3. If the mailing address is the same as the street address, click Copy Street to Mailing;
otherwise, enter the mailing address information.

4. If an Other Mailing Address is known, you may enter the information in the Other Mail-
ing Address fields. If the Mailing address is the same as the Other Mailing address, click
Copy Mailing to Other Mailing.

5. To clear all field values entered and begin again, click the Reset button at the bottom
of the page.

6. To save the information entered, click the Save button at the bottom of the page.
Vendor Demographics - Authorizations
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The Authorization page allows the user to view and manage authorization records for
the vendor.

1. Click the Authorizations tab. The Vendor Authorizations page displays. All Author-
izations pertaining to the Vendor will display on the page.

2. To view/edit an existing record click the Auth Date link for the record you want to
open. The Edit Authorization page is displayed with the existing field values.
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3. If desired, modify the fields with updated information.

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

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



HANDS WIC State Training Manual
222

Add an Authorization Record

1. From the Vendor Authorizations page click the Add button. The Add Authorization
page is displayed.
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2. Enter all required fields and any other appropriate fields to complete the Authorization
record.

Vendor Denial Reason

The Authorization screen allows the user to view existing denial reason records for a
specific authorization related record, and enter a new denial reason record for the
vendor for a new authorization related record.

Edit an Existing Denial Reason Record

1. Within the Denial Reason section of the Authorization page, select the edit icon on the
record to edit. The Edit Denial Reason window is displayed.

2. If desired, change the Denial Reason.

3. You can cancel the update by clicking the Cancel button.

4. To keep the changes, click OK.

5. Click Save on the Authorization page.

To Add a Denial Record

1. Click the Add button in the Denial Reasons section. The Add Denial Reason window
displays.
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2. Select a Denial Reason and click OK.

3. Click Save on the Authorization page.

Vendor Disqualification

The Authorization screen allows the user to view existing disqualification detail records
and enter a new disqualification detail record for the vendor.

To Edit an Existing Disqualification Detail Record

1. Within the Disqualification section of the Authorization page, select the edit icon on
the disqualification record to edit. The Edit Disqualification page is displayed.
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2. If desired, modify the fields with updated values. You can cencel your update by click-
ing the Cancel button.

3. To keep the changes to the record, click OK.

4. Click Save on the Authorization page.

Add a Disqualification Detail Record

1. Click the Add button in the Disqualifications section. The Add Disqualification window
displays.

2. Enter all required fields and any other appropriate fields to complete the add dis-
qualification window.

3. Click OK.

4. Click Save on the Authorization page.



HANDS WIC State Training Manual
226

Vendor Demographics - Contacts

The Contacts page allows the user to manage the existing contact(s) and enter addi-
tional contact(s) for the Vendor.

1. Click the Contacts tab. The Vendor Contacts page is displayed with existing contacts
displayed in the grid.
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Edit an Existing Contact

1. Click on the Contact Name link on the contact record to edit. The Edit Contact window
is displayed.

2. If desired, modify the appropriate fields.

3. If you want to discard the information entered, click the Reset button at the bottom of
the page.

4. If you want to save the changes, click the Save button at the bottom of the page.
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Add a Contact

1. Click the Add button on the Contacts page. The Add Contact page is displayed.

2. Enter all required fields and any other appropriate fields to complete the add Contact.

3. To add an email to the contact, click the Add button in the Contact Emails section. The
Add email window displays.

4. Enter the Email Address and select Priority.
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5. Click Cancel to discard your information.

6. Click OK to keep the information. The email information entered will display in the
Contact Emails section.

7. A Primary phone number must be entered for a Contact. Click the Add button in the
Contact Phones section. The Add Phone window displays.

8. Enter the Phone Type, Phone Number and Priority.

9. Click Cancel to discard the information entered and close the window.

10. Click OK to keep the information. The phone information entered is displayed in the
Contact Phones section on the Contact page.

11. Click Save on the Add Contact page. The new Contact will display in the grid on the
Vendor Contacts page.
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Vendor Demographics - Insurance

The Insurance form allows the user to enter the Vendor's insurance information.

1. Click on the Insurance tab. The Insurance page displays. If you are entering inform-
ation for a new Vendor, the page will be blank. If you are editing an existing Vendor, the
insurance information will be displayed.

2. Enter the Vendor insurance information on the page.

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

4. To keep the information entered, click the Save button at the bottom of the page.
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Vendor Demographics - Violations

The Violations page allows the user to view and manage violations that are associated
with the Vendor.

1. Click the Violations tab. The Vendor Health Violations page displays. All violations
associated with the Vendor are displayed on the page.

2. To add a violation, click the Add button in the Vendor Health Violations section. The
Add Violation window is displayed.
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3. Select the Violation and Violation Date.

4. To discard adding a violation click Cancel.

5. To keep the information entered, click OK. The violation entered will display in the
grid.

6. Click the Save button on the Violations page.

7. To Delete a violation, click on the trash can icon on the grid next to the violation you
want to delete.

8. A delete confirmation message displays.

9. Click Cancel to keep the violation record.

10. Click Delete to delete the violation record.

11. Click Save on the Violations page.

Vendor Management: Vendor Communication

The Communication page allows the user to enter and view communications that have
been recorded for the Vendor.
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1. Click on the Communication tab . All communications recorded for the Vendor are dis-
played.
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Edit an Communication Record

2. To edit an existing communication click on the Communication Type link for the
record you want to edit. The Edit Communication window is displayed.

3. The Communication Type and Contact Date are not editable.

4. Make changes to the communication.

5. If you want to discard the changes you made, click the Reset button at the bottom of
the page.

6. To keep the changes you made, click the Save button at the bottom of the page.
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Add an Communication Record

7. To Add a new Communication, click Add on the Vendor Communications page. The
Add Communication page is displayed.

8. Enter all required fields and any appropriate fields to complete the communication.

9. If Certified Mail is the selected Delivery Method, the Certified Mail Date is required.

10. Click Save. The Communication will display in the grid on the Communication page.
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Vendor Management: Vendor Education
The Vendor Education page allows the user to record education classes taken by the
Vendor.

1. Click the Education tab. All education classes recorded for the Vendor are displayed
on the page.
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Edit an Education Record

An existing education record can be viewed or edited by accessing it from the Education
page.

1. Click the Course link for the record to be viewed or edited. The Edit Course page is
displayed.

2. If desired, change the information on the page.

3. To discard the changes, click the Reset button at the bottom of the page.

4. To keep the changes, click the Save button at the bottom of the page.



HANDS WIC State Training Manual
238

Add an Education Record

A new education record can be created for the Vendor from the Education page.

1. Click Add on the Education page. The Add Education page is displayed.

2. Enter all required fields and any appropriate fields to complete the education page.

3. To discard information you have entered and start over, click the Reset button at the
bottom of the page.

4. To keep the information you have entered, click the Save button at the bottom of the
page.

5. The new Education record will display on the Vendor Education page.
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Vendor Management: Vendor Sales

The Vendor Sales page allows the user to record sales related information about the
vendor, including information about the vendor's bank, infant formula wholesalers, store
operations, wholesalers, food wholesalers, and general information.

Vendor Sales - General

The General page allows the user to enter information about the vendor's sales receipts,
point-of-sale devices, and their status as an Above-50%WIC vendor.

1. From the Vendor Sales page click the General tab. The Please select the value
which best describes your outlet field is defaulted to the value selected when the
vendor was added to HANDS.
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2. Enter all required fields and any appropriate fields to complete the information on the
page.

3. Enter the amount from Food, Alcohol, Tobacco, Lottery, Fuelage, Other Sales, and
General Merchandise. These values will be automatically totaled and the result shown
in the Gross $ field.

4. Answer the Yes/No question regarding annual food revenue exceeding 50% for WIC.
If Yes, answer the Yes/No questions regarding incentives to WIC customers.

5. Answer the Yes/No question regarding the use of Optical Scanning Devices.
If Yes, enter the number of POS Terminals and number of Optical Terminals. If Yes,
answer the Yes/No question regarding system recognition of WIC items.
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6. If you select Other for HowMuch WIC Stock to Order, you must enter and explan-
ation.

7. If applicable, define WIC Concepts offered by this outlet by clicking Add within the
WIC Concepts Histories section. The WIC Concept History window is displayed.

8. Enter the information on the window.

9. To discard the information and close the window, click Cancel.

10. To keep the information entered, click OK.

11. Click Save on the Sales - General page.
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Vendor Sales - Banks

The Banks page allows the user to view and edit bank information for the Vendor.

1. Click on the Banks tab. The Banks page is displayed with the Owner Bank Information
and all banks associated with the Vendor.
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Edit Bank Information

A Vendor's bank information can be viewed or modified from the Banks page.

1. On the Banks page, click the Edit icon for the record you want to view or edit. The Edit
Bank page is displayed. The Bank name cannot be modified.

2. If desired, change the appropriate fields.

3. You can discard the changes you made and close the window by clicking the Cancel
button.

4. To keep the changes you made, click the OK button.
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Add Bank Information

A new bank can be added for a Vendor from the Banks page.

1. On the Banks page, click the Add button. The Add Bank window is displayed.

2. Enter all fields on this window, they are all required.

3. To discard the information you have entered and close the window, click the Cancel
button.

4. To keep the information you have entered, click OK. The bank information entered will
display in the Vendor Banks grid.

5. Click Save on the Banks page.
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Infant Formula

The Infant Formula page allows the user to view and manage the list of infant formula
wholesalers used by the Vendor.

1. Click the Infant Formula tab. The Infant Formula page displays with a list of available
infant wholesalers as well as a list of vendor infant wholesalers currently assigned to the
Vendor.

Add/Remove Infant Formula Wholesaler to a Vendor

The Infant Formula Wholesaler page allows the user to manage the infant formula whole-
salers used by the Vendor. From this page, infant formula wholesaleer can be added to
the Vendor or removed if currently assigned.

To add one or more infant formula wholesalers to the Vendor:
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1. From the Available Infant Formula Wholesaler list, select one or more wholesalers to
be added.

2. Click the Add to Vendor button. The Wholesalers will display in the Vendor Infant
Wholesalers section.

3. Click Save.

To remove ore or more infant formula wholesalers for the Vendor:

1. From the Vendor Infant Formula Wholesaler list, select one or more wholesalers to be
removed form the Vendor.

2. Click the Remove from Vendor button.

3. Click Save.

View Infant Formula Wholesaler Details

The details of an infant formula wholesaler can be reviewed form the Infant Formula
page. No modifications to the wholesaler information are possible from this page.

1. From the Infant Formula page, click the Name link for the infant formula wholesaler
you want to view. The View Infant Formula Wholesaler page is displayed.

2. Click Back to List when you are done viewing the record.
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Vendor Store Operations

The Store Operations page allows the user to record the hours and days of the week the
store is open for business. It also allows the user to enter information about the vendor
outlet facilities.

1. Click the Store Operations tab. The Vendor Store Operations page is displayed.

2. Enter all required fields and any appropriate fields to complete the Store Operations
page.

3. Specify the Hours of Operation as follows:
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l If the outlet is open 24-hours by 7-days a week, select the “Pre-Fill 24/7” button.
l The Hours of Operation fields will be auto-populated.
l If the outlet is not open 24-hours by 7-days a week, enter the Open and Close
times for each day of the week that the store is open.

l If the store is closed an entire day, select Closed for that day.

4. If you answer Yes if the store has ever been cited by State or City Health Inspectors:

l Enter comments in the Explain field
l Indicate if the license was revoked.
l Indicate the License/Permit Start Date.
l Indicate the License/Permit End Date.

5. To clear all field values and begin again, click the Reset button at the bottom of the
page.

6. To keep the information entered, click the Save button.
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Vendor Wholesaler

The Wholesalers page allows the user to view and mange the wholesalers used by the
Vendor.

1. Click the Wholesaler tab. The page will display with all available wholesalers and
wholesalers assigned to the vendor.

Add/Remove Wholesaler to a Vendor

The Wholesaler page allows the user to manage the wholesalers assigned to the
vendor. From this screen, wholesales can be added to the vendor, or removed if cur-
rently assigned.

To add one or more wholesalers to the vendor:

1. From the Available Wholesaler list, select one or more wholesalers to be added.

2. Click the Add to Vendor button.

3. Click Save.
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To remove one or more wholesalers for the vendor:

1. From the Vendor Wholesaler list, select one or more wholesalers to be removed from
the vendor.

2. Click the Remove from Vendor button.

3. Click Save.

View Wholesaler Details

The details of a wholesaler can be reviewed from the Wholesaler page. No modi-
fications to the wholesaler information are possible from this page.

1. On the Wholesaler page click the Name link for the wholesaler to review. The Whole-
saler page is displayed.

2. Click Back to List when you are done viewing the information.
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Wholesaler Food

The Wholesaler Food page displays the Wholesalers associated with this vendor and
allows the user to view and manage what foods each wholesaler provides the vendor.

1. Click the Wholesaler Food tab. The Vendor Wholesalers page displays with all whole-
salers associated with the vendor displayed in the grid.

Add/Remove Foods Provided by the Wholesaler

Manage the foods offered to the vendor by the wholesaler from the Wholesaler Food
page.

1. From the Vendor Wholesalers page click the ID link for the wholesaler to modify.
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Add One or More Foods to the Wholesaler

1. From the Available Wholesaler Foods list, select one or more foods to be added.

2. Click the Add to Wholesaler button.

3. To discard the information entered, click reset.

4. If you want to save the information entered, click Save.

To remove one or more foods from a wholesaler:

1. From the Wholesaler Foods list, select one or more foods to be removed.

2. Click the Remove FromWholesaler button.

3. To discard the information entered, click Reset.

4. If you want to save the information entered, click Save.
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Vendor Management: Vendor SNAP

The Vendor SNAP page allows the user to view and enter the vendor’s SNAP-related
information such as the Authorization ID and Date, the Regional Office Code, the Aver-
age Monthly Sales, Gross Sales and Food Sales. It is also where the user can indicate if
the vendor is High Risk, under SNAP Investigation, or SNAP Disqualified.

1. Select the SNAP tab in the Vendor module. The SNAP page is displayed. The fields
on this page cannot be completed until the Vendor's status is "Authorized".

2. Enter all required fields and any appropriate fields to complete the SNAP page.

3. To discard the entered information, click Reset.

4. To keep the entered information, click Save.
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Vendor Management: Food Benefit Lookup
The Food Benefit (FB) Lookup page allows the user to search for and review food bene-
fits that have been redeemed. A search may be performed by Owner Name, Vendor
Name, Redemption Date range, or FI Serial Number range. At least one item of search
criteria must be entered.

1. In the Vendor module, click on the navigation drop down list and select Food Benefit
Lookup.
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2. The Food Benefit Lookup page is displayed.

3. Enter search criteria on the Food Benefit Lookup page. Avoid entering date ranges
and serial number ranges that are too broad of a range.

4. Click Search. The page displays with the search results. The Redemption Totals sec-
tion will automatically populate with the search results.
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5. To view the Rejected Reason Code and Description for a food benefit, click on the +
sign next to the Serial Number.
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6. To view the details of a particular Food Benefit, click the Serial Number link in the
search results. The detail page will display. The page is view only and no edits can be
made.
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7. Click the Back to List button to return to the Food Benefit search results.

8. Click the Reset button to clear all search criteria to start a new search.
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Vendor Management: Owner Lookup

The Owner Lookup page allows the user to view and manage vendor owners defined
within HANDS. An owner may be added, modified, or have vendor outlets associated to
it.

1. In the Vendor module, click on the navigation drop down list and select Owner
Lookup.
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2. The Owner Lookup search page is displayed.

3. Enter the search criteria for the information you want to search for. Click Search. All
owners matching the search results are displayed.
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Edit an Owner

An existing owner can be viewed or modified from the Owner Lookup page.

1. On the Owner Lookup search results, click on the Owner ID link to view or edit the
owner record. The Edit Owner page is displayed.

2. If desired, change the appropriate fields for the owner.

3. To add a phone number, click Add in the Phone Numbers section. The Add Phone
window is displayed.
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4. Enter Phone Type, Number and Priority. Click OK.

5. To add officer information for the owner, click the Add button in the Officer Information
section. The Add Officer screen is displayed.
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6. Enter all required fields and any appropriate fields to add the officer and click OK.

7. If you want to discard the changes entered, click the Reset button.

8. If you want to keep the changes entered, click the Save button.
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Add an Owner

The Owner Lookup screen can be used to add an owner to the system.

1. On the Owner Lookup search page click the Add button at the bottom of the page. The
Add Owner screen is displayed.

2. Enter all required fields and any appropriate fields to complete the Add Owner page.

Note: In the City, State, ZIP Code, and County field you can enter a zip code or the first
few letters of the city and a list of matching data will display for you to choose from.

3. Enter a phone number by clicking the Add button in the Phone Numbers section. The
Add window displays.
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4. Enter Phone Type, Phone Number and Priority.

5. Click Cancel to discard the information and close the window.

6. Click Save to save the phone information. The phone number information entered will
display in the Phone Numbers grid.

7. To enter Officer Information for the Owner click the Add button in the Officer Inform-
ation section. The Add window displays.
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8. Enter all required fields and any appropriate fields to complete the officer information.

9. Click Cancel to discard the information entered and close the window.

10. Click Save to keep the information entered. The Officer Information entered will dis-
play in the grid.

11. Click Save on the Add Owner page.



HANDS WIC State Training Manual
267

Edit an Officer Information Record

The Edit Owner page allows the user to view and modify officer information records.

1. From the Vendor Module, select Owner Lookup from the navigation drop down list.

2. Search for the Vendor you wish to view/edit.

3. Click the Corp Name link to open the Owner edit page.

4. In the Officer Information section, click the edit icon on the row of the officer to view or
edit. The Edit Officer Information window is displayed.
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5. Edit the officer information. You can discard your changes by clicking Cancel and the
window will close.

6. To keep the changes entered, click OK.

7. Click Save on the Owner page.
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Add a Vendor to an Owner

The Edit Owner page allows the user to associate one or more vendors to an owner.

1. In the Vendor module select Owner Lookup from the navigation drop down list.

2. Search for the Owner you want to view/edit.

3. Click the Owner ID link in the search results. The Edit Owner page displays.

4. Click the Add Vendor button at the bottom of the page. The Add Vendor page is dis-
played.



HANDS WIC State Training Manual
270

5. The Owner field is automatically populated and is not editable.

6. Enter all required fields and any appropriate fields to complete the add vendor.

Note: In the City, State, ZIP Code, and County field you can enter a zip code or the first
few letters of the city and a list of matching data will display for you to choose from.

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

8. To keep the information entered, click Save at the bottom of the page.
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Vendor Management: Replacement Checks
A food benefit (FB) or cash value voucher (CVV) instruments may be reviewed and/or
replaced from the Replacement Checks screen.

1. From the Vendor module click Replacement Checks from the navigation drop down
menu.
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2. The Replacement Checks search page is displayed.

3. Enter the search criteria to find the food instrument to be reviewed and/or replaced.

4. Click the Reset button to clear all search criteria fields and start a new search.

5. Click the Search button at the bottom of the page. The search results will display in
the bottom portion of the page.
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6. If desired, click the Preview Check button on the row of the instrument you want to
view. The Check Preview window displays.



HANDS WIC State Training Manual
274

7. Click OK to close the Check Preview window.

8. Click the edit icon on the row of the instrument to review and/or replace. The Edit
Check window is displayed.
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9. Change the appropriate fields.

10. Click the Cancel button to discard the changes and close the window.

11. Click OK to keep the changes.

12. On the Replacement Checks search results, select the checkbox next to the instru-
ments that were edited.

13. Click the Save button at the bottom of the page to save the edits for each instrument
selected.

Vendor Management: FI Peer Group Averages
The FI Peer Group Averages page allows the user to view redemption metrics for food
instrument-types by each peer group, as well as manage the override allowed for each
FI-type. FI redemption metrics available for review include average amount, max
amount, and the standard deviation and override percent.
The FI Peer Group Averages screen allows the user to search for food instrument-types
to be viewed or managed.

1. From the Vendor module select FI Peer Group Averages from the navigation drop
down list.
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2. The FI Peer Group Averages search screen is displayed.

3. Enter the search criteria of the FI type to view or manage.

4. Click the Search button at the bottom of the page. The search results will display in
the bottom portion of the page.
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5. Click the + button for the row of the FI type to see the food items that comprise the FI
type.
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6. A standard deviation or override % can be applied to all FI types returned in the
search results. Enter a Standard Deviation or Override % value in the appropriate field.

7. To discard entered information in all fields and begin again, click the Reset button at
the bottom of the page.

8. To apply the standard deviation or override %, click the Save button at the bottom of
the page.

Edit an FI Peer Group Average

Each FI-types redemption limits, such as Max Amount, can be viewed and managed
from the FI Peer Group Averages page.

1. From the FI Peer Group Averages search results, click the edit icon on the row of the
FI type to modify. The Edit FI type Limits window is displayed.

2. Specify the Override % or the # of Standard Deviations.

3. To discard changes and close the window, click Cancel.

4. To save changes and close the window, click OK.

5. Click Save.
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Vendor Management: Mass Communication

Mass communications sent to many vendors can be viewed and managed via the Mass
Communications page. The user may modify the details about the communication, such
as method of delivery, as well as log the delivery status for each targeted vendor/ap-
plicant.

1. From the Vendor module, select Mass Communications form the navigation drop
down list.
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2. The Mass Communications search page is displayed.

3. Enter the search criteria for communication(s). Avoid entering dates that are excess-
ively broad.

4. Click the Search button at the bottom of the page. All mass communications matching
the specified criteria are displayed.
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5. To view or edit the details of a mass communication, click the Communication Type
link on the row to be viewed. The Communication page is displayed with the details of
the communication, as well as all vendors who were sent the communication.
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Edit a Communication

1. Enter the appropriate changes for the communication.

2. You can clear your changes and begin again by clicking Reset.

3. To save your changes, click Save.

Log the Delivery Status of the Communication to a Specific Vendor

1. Click on the edit icon for the vendor. The Edit Communication Log window is dis-
played.

2. Change the appropriate fields on the window. If applicable, specify the Greed Card
Date for communicating with this vendor.

3. To discard your changes and close the window, click Cancel.

4. To save your changes and close the window, click OK.

5. Click Save on the Communication page.
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Adding Vendors to a Mass Communication

The Mass Communication page allows the user to record each vendor that has been
sent the communication.

1. From the Mass Communication search results, select the communication to add the
vendors to.

2. Click the Add Vendor button to add one or more vendors to the communication. The
Vendor Search page is displayed.
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3. Enter the search criteria to identify the vendor(s) to be added to the communication.

4. Click Search. All vendors matching the search criteria are displayed in the search res-
ults.
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5. Select the check box for each vendor to be added to the communication.

6. Click the Select button. The page closes and the Edit Mass Communication page is
displayed.

7. The selected vendor displays in the Vendors/Applicants grid and the page displays a
warning message stating that when you Save the number of selected vendors will be
added to the communication.

8. Click Save.
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Add a Mass Communication

A new Mass Communication can be added from the Mass Communication page. Along
with defining the details of the communication, the user may specify the vendor/ap-
plicants who were sent the communication.

1. From the Mass Communication search page, click the Add button. The Add Com-
munication page is displayed.

2. Enter the required fields and any appropriate fields to complete the new com-
munication.

3. Click Save. The Add Vendors button is now enabled.

4. To add vendors to this communication, click the Add Vendors button. The vendor
search page is displayed.
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5. Enter the search criteria to identify the vendor(s) to be added to the communication.

6. Click Search. All vendors matching the search criteria are displayed in the search res-
ults.
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7. Select the check box for each vendor to be added to the communication.

8. Click the Select button. The page closes and the Edit Mass Communication page is
displayed.

9. The selected vendor displays in the Vendors/Applicants grid and the page displays a
warning message stating that when you Save the number of selected vendors will be
added to the communication.

10. Click Save.
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Vendor Management: Price Survey

Price surveys that have been submitted by vendor/applicants can be viewed and man-
aged from the Price Survey page.

1. From the Vendor module, select Price Survey form the navigation drop down list.
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2. The Price Survey search page is displayed.

3. The Owner and Market Basket Date Range are required to search. Select the values
from the drop down lists and click the Search button at the bottom of the page. The
search results will display in the bottom portion of the page.
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Edit or View a Price Survey

The Price Survey page allows the user to view and edit price surveys submitted by
vendors/applicants.

1. From the Price Survey search results, click the Vendor Name link for the price survey
you wish to view or edit. The Edit Price Survey page is displayed.
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Vendor Management: Group Education

The Group Education page allows the user to view and manage education courses and
associate them to a vendor/applicant.

1. From the Vendor module, select Group Education from the navigation drop down list.
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2. The Group Education search page is displayed.

3. Enter the search criteria to locate the desired course.

4. Click the Search button at the bottom of the page. The search results will display in
the bottom portion of the page.
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5. Click the Description link for the course you wish to view or edit. The Edit Course
page is displayed.

6. The Course, Trainer, and Location cannot be edited.
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7. Make the appropriate changes to the page.

8. To discard your changes click the Reset button at the bottom of the page.

9. To add Vendors to the course, click the Add Vendors button. The Vendor Lookup
page is displayed.

10. Enter the search criteria to identify the vendors to be added to the course.

11. Click Search. The search results are displayed in the bottom of the page.
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12. Select the check box next to the vendor(s) to be added to the course.

13. Click the Select button.
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14. The course page is displayed with the vendors in the Vendors/Applicants section
and a warning message informing the user how many vendors will be added to the
record.

15. To discard your changes, click the Reset button at the bottom of the page.

16. To keep your changes, click the Save button at the bottom of the page.

Add a New Course

The Group Education page allows the user to add a new course and also associate
vendors to the course.

1. From the Group Education search page, click the Add button. The Add course page is
displayed.

2. Enter all required fields and any appropriate fields to complete the education course.

3. Click the Save button at the bottom of the page.

4. To add vendors to this course, click the Add Vendor button. The vendor lookup page
is displayed.
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5. Enter the search criteria for the vendors to be added to the course.

6. Click Search. The search results will display in the bottom portion of the page.

7. Select the check box next to the vendor(s) to be added to the course.

8. Click the Select button. The course page is displayed with the vendors in the Ven-
dors/Applicants section and a warning message informing the user how many vendors
will be added to the record.
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9. To discard your changes, click the Reset button at the bottom of the page.

10. To keep your changes, click the Save button at the bottom of the page.
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Module 5: Program Integrity Vendor and
Client

For WIC State Agency & Administrative Users
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Vendor Program Integrity Features

The Vendor Program Integrity module allows the user to record and track each vendor’s
adherence to the WIC program policies and regulations. This includes compliance, viol-
ations, collections, appeals, and the communications related to these activities.

Vendor Program Integrity: FI Lookup

Use the Vendor PI Lookup screen to search for and retrieve a vendor.
You can access the Vendor PI Lookup screen by selecting the Program Integrity tab on
the main menu bar.

1. Enter the search criteria in the Vendor ID/Applicant ID or Vendor Name fields.
2. Click Search. All vendors matching the search criteria are displayed.
3. Select the vendor you want to review by clicking the Vendor Name link.
4. Click New Search to enter new search criteria and search again.
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Vendor Program Integrity: Activities

The Activities screen displays a history of the program integrity activities performed for a
vendor. The screen allows the user to view or update an existing activity, or begin a new
activity.
All past and current activities for the vendor are displayed when the screen opens.
Access the Activities screen by selecting the Activities tab from the task menu bar.
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View or Modify a Program Integrity Activity

To view or modify an existing activity:

1. Click the Activity link for the activity you wish to view or modify. The Activity screen
is displayed with existing field values.

2. If desired, modify the fields to contain updated values. You can restore all fields to
their original values by clicking Reset.

3. If field values were modified, click Save.

New Activity

Use this screen to add a new Activity for the vendor.
Access this screen by selecting the Activities tab on the task menu bar, then clicking
[Add] on the Activities screen.
To add a new activity for the vendor:

1. Click Add on the Activities screen. The Add Activity screen is displayed.



HANDS WIC State Training Manual
305

2. Enter all required fields and any other applicable fields related to the activity
3. If the Activity Type is "AUTHORIZATION/CHANGE OF OWNERSHIP", select the

Change of Own Date.
4. If the Activity Type is “COMPLIANCE BUY” or “INVENTORY AUDIT”, select the

Case from the drop down list.
5. If the Activity Type is “COMPLIANCE BUY” or “INVENTORY AUDIT”, enter the

Contact Name and Contact Method.
6. If the Activity Type is “COMPLIANCE BUY”, enter the Buy number.
7. If the Activity Type is "COMPLIANCE BUY" or "INVENTORY AUDIT", the four out-

come indicators at the bottom of the screen are enabled.
b. Redemption Indicators
c. Participant Indicators
d. Volume Indicators
e. Other Indicators

If known at this time, you may select the outcome Indicators applicable to this activ-
ity.

8. To clear all field values and begin again, click Reset.
9. Click Save. The new Activity will display in the grid on the Vendor Activities page.
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Vendor Program Integrity: Appeals

The Appeals screen displays the appeals for the vendor. This screen allows the user to
view or modify existing appeals, or add new appeals. The screen also displays all CMP
amounts and issuance dates, if any exist.
Use the Appeal screen to:
View or modify an Appeal
View or Modify an Appeal Step
Add an Appeal
Add an Appeal Step
Finalize an Appeal Step

All past and on-going appeals are displayed when the screen opens.
To access the Appeals screen, select the Appeals tab from the task menu bar.

The [+] button next to each appeal may be used to view the details of the appeal.
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View or Modify an Existing Appeal

An existing appeal can be viewed or modified from the Appeals screen.
To access the Appeal screen, select the Appeals tab on the task menu bar.
To view or modify an existing appeal:

1. Click on the Appeal ID link for the appeal to be viewed or modified.
The Appeal screen is displayed with existing field values.
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2. If desired, modify the fields to contain updated values.

You can restore all fields to their original values by clicking Reset.

3. If field values were modified, click Save.

Add New Appeal

Use the New Appeal screen to enter a new appeal for the vendor. Steps related to an
appeal may also be documented from this screen.
A new appeal can be created from the Appeals screen. Access the Appeals screen by
selecting the Appeals tab from the task menu bar.

1. Click Add to add a new appeal record.

The New Appeals screen is displayed.
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2. Enter all required fields and any other applicable fields for the new Appeal.
3. If the appeal relates to a compliance case, select the Compliance Case number. If

the compliance case has not been created yet, create it using the Program Integrity
Cases screen.

4. Select the Overall Results. For a new appeal, the value is typically "Appeal
Requested".

5. Click Save.

Add Appeal Steps

After entering the new appeal information, you must add one or more appeal steps.
Appeal steps allow you to record each step of the appeal process and each step’s out-
come. At least one appeal step is required.
Add appeal steps from the Appeal screen. To access the Appeal screen, select the
Appeals tab from the task menu bar, and then click the Appeal ID of the appeal to
modify.
1. Click Add to create a new Appeal Step.

The Appeal Step screen is displayed.
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2. Enter the required fields and all fields that may be applicable to the Appeal Step.
3. If the Step was held, select Yes for Step Held; otherwise, select No and then select

the appropriate Reason Not Held.
4. If applicable, you may also enter:

b. The date the Vendor was notified.
c. The next appeal step to be performed.
d. Information about the appeals officer.
e. Comments about the step.



HANDS WIC State Training Manual
311

5. Click OK on the Add Step screen.
6. Click Save on the Appeal screen to save the information.

To cancel the addition of the step, click Reset on the Appeal screen.

Record an Appeal Step Outcome

The outcome of an appeal step can be recorded after the outcome is known. Outcome
examples include requested, scheduled, reschedule, cancellation, not held, and
decision posted.
Access the Appeal Step screen by selecting the Appeals tab from the task menu bar.

1. From the Appeal screen, click the Appeal ID of the appeal to be modified.
2. Click the edit icon on the appeal step to be edited.

The Appeal Step screen is displayed.
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3. Modify the fields to contain the new values. The Step Type cannot be modified.
4. If the appeal step was not held  (e.g., Canceled, No Show, Withdrawn), change the

Step Held selection to No, then select the Reason Not Held.
5. Click OK on the Appeal Step edit screen.
6. Click Save on the Appeal screen.
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Vendor Program Integrity: Cases

The Cases screen shows the on-going and closed compliance cases recorded for the
vendor. Use this screen to:
Review past compliance cases
Create a new case
Issue compliance food benefits (for a compliance buy activity)
Close a case

All cases associated with the vendor are displayed when the screen opens.

To access the Cases screen, select the Cases tab from the task menu bar. Ensure the
Case List tab is selected on the Cases screen.
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To view or modify an existing Case:

1. Click the Case ID link on the row to be viewed or modified.
The Case screen is displayed with the existing field values.

2. If desired, modify the fields to contain updated values.
You can restore all fields to their original values by clicking Reset.
3. Click Save to save your changes.
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Create a New Compliance Case

To create a new compliance Case for this vendor, select Cases from the task menu bar.
Ensure that the Case List tab has been selected within the Cases screen.

All cases associated with the vendor are displayed when the screen opens.
1. Click Add.

The New Case screen is displayed.
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2. Select the Case Status, such as “In-Process” for a new Case.
3. Enter all required fields and any other applicable fields to complete the compliance

case.
4. If the investigator does not work for the state agency, select Investigator Out of

Agency.
5. Enter relevant Comments about the compliance case.
6. Click Save. The case is saved an can now have clients added to it as described in

the next section.
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Add Clients to a Case

Compliance clients must be associated with a compliance case so that food benefits
may be issued.
To access the Add Clients screen, select the Cases tab from the task menu bar.
1. Select the Case ID link from the list of cases on the Cases screen.
2. Click Add Clients.

The Add Clients screen is displayed and allows you to enter search criteria for the com-
pliance client(s) to be added.

3. Enter one or more client search criteria.
4. Click Search.

The screen displays all clients that match the search criteria.
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5. From the list of matching clients, check the box next to the client(s) to add to the
case.

6. Click Select.
The Add Client window closes and the Case screen is displayed.
The Case screen now displays all clients you have associated with the Compliance
Case.
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7. If any violations are to be recorded at this time, select them from the outcome Indic-
ators drop-downs at the bottom of the screen.

Redemption Indicators
Participant Indicators
Volume Indicators
Other Indicators
8. Click Save.
9. If you wish to abandon your changes, click Reset.
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Create and Issue Compliance Food Benefits

Compliance food benefits can be created and issued from the Food Benefits tab on the
Cases screen.
Access the Food Benefits screen by selecting the Cases tab from the task menu, then
the Food Benefits tab on the Cases screen.
All existing compliance food benefits are displayed when the screen opens.

To create a new compliance food benefit:
1. Click Add.

The Add Compliance Food Benefit screen is displayed.
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2. All fields on this page with the exception of Last Date to Use are required. Enter
information for all the required fields.

3. When entering a food package, begin typing the food package name and HANDS
will display a list of matching packages. Select the desired package from the list.

4. Select the First Date to Use. The Last Date to Use is auto-populated based on the
First Date to Use.

5. Click Save.
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Issue Compliance Food Benefits

When performing a compliance activity, it is necessary to issue food benefits to the com-
pliance client(s) associated with the compliance case.
Access the Issue Compliance Food Benefits by selecting the Cases tab on the menu,
then selecting the Food Benefits tab.

To issue a compliance food benefit:
1. From the Food Benefits tab on the Cases screen, select each package to be

issued.
2. You can preview the food package by clicking on the Preview Food Package but-

ton. The Check Preview window displays.
3. Click OK to close the Check Preview window.
4. Click the Issue button on the Food Benefits page.
5. The checks will automatically print.
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Close or Cancel a Case

A compliance case can be closed or canceled from the Cases screen.
To access the Cases screen, select the Cases tab from the task menu bar, and then
ensure that the Case List tab is selected on the Case screen.
1. Select the Case ID link of the case to be closed (or canceled).

The Compliance Case screen is displayed.

2. Select the appropriate Case Status value. For example:
“Closed, No Action” if the case should be closed and no follow-up action is required.
“Closed/Referred for Due Process” to close and refer the case for additional actions.

3. Enter all required fields on the page and any other appropriate fields to complete
the case.

4. Click Save.
5. Click Reset to remove any changes made to the page.
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Program Integrity- Collections

The Collections screen displays all fees due and payments made by the vendor, the
Total Billed, Total Received, and the Total Outstanding Balance. The Collection screen
is also used to record fees due and payments made by the vendor.
All fees and payments relating to the vendor are displayed when the screen opens.
To access the Collections screen, select the Collections tab from the task menu bar.
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View or Modify an Existing Fee/Payment

An existing Fee or Payment may be viewed or modified by accessing it from the Col-
lections screen.
To access the Collections screen, select the Collections tab from the task menu bar.
1. On the Collections screen, select the edit icon for the Collection to be viewed or

modified.
The Edit Collection screen is displayed.

2. If desired, modify the fields to contain updated values.
You can restore all fields to their original values by clicking Reset.
3. Click OK.

The Edit Collection screen closes.
4. Click Save on the Collection screen.
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Record a Fee

To access the Collections screen, select the Collections tab from the task menu bar.
On the Collections screen:
1. Click Add.

The Add screen is displayed.

2. Enter all required fields and any other appropriate fields to complete the collection.
3. Click OK. The Add screen closes.
4. Click Save on the Collections screen.
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Record Late Payment or Missed Payment Fee

To access the Collections screen, select the Collections tab from the task menu bar.
On the Collections screen:
1. Click Add.
2. Select the fee Type, and enter the Billed Date and Monthly Billed amount.
3. Select the Late Fee or Missed Payment check box.
4. Click OK.

The Add screen closes.
5. Click Save on the Collections screen.

Record a payment

To access the Collections screen, select the Collections tab from the task menu bar.
On the Collections screen:
1. Click the edit icon on the collections record related to the payment.

The Fee screen is displayed with the existing field values.
2. Enter the Received Date for the payment. (Do not enter future dates.)
3. Enter the Receive Amt.
4. Enter the Accounting Date. (Do not enter future dates.)
5. Click OK.

The Add Payment screen closes.
6. Click Save on the Collections Screen.
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Program Integrity- Communications

The Communications screen lists all communications sent to the vendor and allows the
user to log new communications.
All communications sent to the vendor are displayed when the screen opens.
To access the communications screen, select the Communications tab from the menu
bar.
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View or Modify an Existing Communication

On the Communications screen:
1. Click the Communication Type link on the row you wish to view or modify.

The Edit Communication screen is displayed with the exiting field values.

2. If desired, modify the fields to contain updated values.
You can restore all fields to their original values by clicking Reset.
3. Click OK on the Edit Communication screen.

The Edit Communication screen closes.
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Add a Communication

On the Communications screen:
1. Click Add to log a new communication to this vendor.

The New Communications screen is displayed.

2. Enter all the required fields an any other appropriate fields to complete the com-
munication.

3. If sending by Certified Mail, enter the Certified Mail Date, Mailing Date, and Green
Card Receipt Date.

4. Click Save. The New Communication screen closes.
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Program Integrity- Sanctions

The Sanctions screen displays findings and sanctions recorded for this vendor.
All Activities for this vendor are displayed when the screen opens. After selecting an
activity, you may then manage its findings/sanctions.
Access the Sanctions screen by selecting the Sanctions tab from the task menu bar.

The findings/sanctions associated with each activity can be viewed by clicking on the
Activity link of the activity.
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View Finding/Sanctions for an Activity

From the Sanctions screen:
1. Click the Activity link for the Activity to be reviewed or modified.

The Findings/Sanctions screen is displayed.

The Findings/Sanctions screen displays each sanction associated with the activity, as
well as the total number of points assess for each category, and the total number of sanc-
tion points.
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View or Modify Finding/Sanction Details

1. From the Findings/Sanctions screen, click the edit icon of the sanction to be
reviewed or modified.

The Edit Finding/Sanction screen is displayed.

2. If desired, update the field values.
3. Click OK.

The Edit Finding/Sanction screen closes.
4. Click Save on the Finding/Sanction screen.



HANDS WIC State Training Manual
334

Assess a New Finding/Sanction

To assess a new sanction, select the Sanctions tab from the task menu bar.
1. From the Sanctions screen, select the Activity link related to the new find-

ing/sanction. The Findings/Sanctions screen is displayed.
2. On the Findings/Sanctions screen, click Add.

The Add Finding/Sanction screen is displayed.

3. Enter all the required fields and any other appropriate fields to complete the find-
ing/sanction screen..

4. Click OK on the Add Finding/Sanction screen. The screen closes.
5. Click Save on the Findings/Sanctions screen.

Program Integrity: Client Disqualifications

The disqualification role will be assigned to specified staff at the state level. HANDS will
not allow a certification until the disqualification has ended. An override can be done at
the state level by a user with a specified role. The disqualification functionality will be on
the Cert Action page of the Enrollment and Certification module.
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1. In WIC Services, select the Cert Action tab.

2. Click the Disqualify button. The Disqualification window appears.

3. Enter the information and click Disqualify or click Cancel to cancel the disqualification.

4. You will receive a message stating the client is ineligible and can print a Notice of Ine-
ligibility.
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5. Select Yes to print the notice or No to continue without printing a notice.
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Program Integrity: Resolve Duplicate Record and Dual Participation

The Resolve Duplicate Record and Dual Participation page will be accessed through
the System Administration module in HANDS. This is a State agency function based on
role assignments. If one State Agency resolves the Dual Enrollment, the participant will
stay on the other State Agency's report until they resolve it as well.

1. After logging into HANDS, click Sys Admin on the menu bar.

2. From the drop-down navigation, select Resolve Dual Enrollment.
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3. The Resolve Dual Enrollment Search page displays.

4. Enter search criteria click Search or you can click Search without entering and Search
criteria.
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5. If you are unsure which client is the correct one, select the + next to a client to view
more details.

6. Once you have identified the correct client, select the client by clicking the Client ID.

7. The Resolve Duplicate Record and Dual Enrollment page displays.
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8. Select the appropriate check box next to the client(s) listed in the grid and click
Resolve. The Client that is Selected from the Duplicate Clients Grid, remains Active. The
Client that was originally chosen becomes Inactive.
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Module 6: Finance

For WIC State Agency & Administrative Users

Deferred Functionality until PHASE II
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