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Chapter: Introduction
Section 1: Introduction
Lesson: How To Use This Manual

Objectives:

Upon completion of this lesson the user will be able to:

. understand how each lesson is laid out, including Objectives, Policies,
Overview, Tips & Shortcuts, Practice Activities, Skill Checks;

. locate needed information in a specific Chapter, Section and Lesson;

. use the “Table of Contents.”

Overview:

This manual is yours to keep, so make it your own by making notes in margins,
highlighting important sections, or putting sticky notes on most used lessons.
Don’t be shy, this manual is your best friend and travel companion on your way
through TWIST. The information in this manual is your backup in case you
forget how to complete a task in this new TWIST environment. Therefore, you
need to understand how the information is organized so that you can quickly
locate information you need to do your job efficiently.

Each lesson will start with the chapter, section and lesson title as seen above.
Listed next will be objectives that will tell you what is to be covered in that
particular lesson. WIC policies that impact actions described in the lesson will be
listed with their [JOregon WIC Policy and Procedure Manual number and symbol.
Then you will have a summary of what you will find in the lesson in the
“Overview.”

After these introductory portions of each lesson, you will find the instruction

divided by gray bars into useable sections. Below, you will find an explanation of
the information that is found in each section of the lesson.

Instruction:

Starting point for this section is:
Module name + Window name + Screen name

1. Numbered action steps will tell you exactly what to do, step-
by-step.
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. Bullets under numbered steps give you more specific information
about the options or fields related to each action.

+ Note: This symbol tells you that there is something you need to know at this
point in the instruction. Notes may make a difference about what you choose to
do.

Example: Examples will look like this and are just to let you see what happens
in a given situation.

@ Job Aids with more information will be noted with this box.

Table of Contents and Page Numbering:

Since there is no index available we have tried to make the Table of Contents and
the chapter and lesson titles as descriptive of their contents as possible. So to find
what you need, start by looking in the Table of Contents.

The manual is organized by TWIST functionality similar to the modules you find
in TWIST. Major areas of functionality will have their own chapter. Each
chapter is further divided into sections, and then finally into individual lessons.
The pagination for the TWIST Training Manual is very similar to that found in
the Oregon WIC Program Policy and Procedure Manual, where the page numbers
give you a clue about what the lesson is about. Page numbers are found on the
bottom center of every page.

The hierarchy for page numbering looks like this:

. Chapters 1-10

. Sections - 1st digit after chapter number indicates Section number
. Lesson - next 2 digits indicates Lesson number

. Page numbers - follows after decimal point

Example: “Ch 4, 501.5" would be read - Chapter 4, Section 5, Lesson 1 on
Page 5. So this page number would tell you that you are in Chapter 4:
Appointment Scheduler, Section 5: Scheduling Appointments, Lesson 1: Group
Scheduling, Page 5.
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X Tips and Shortcuts:

After the Instruction section of every lesson you will find a short section with
some tidbits of information that you might find useful, but that didn’t quite make
sense to put in the middle of the numbered action steps. Read them and you
might find just what you needed to know!

= Practice Activities:

At the end of each section of instruction are the practice activities. These
activities give you a chance to practice what you just learned about in the lesson.
These may be especially useful for new staff, staff that were not able to attend
training, or for learning information in lessons that we were unable to cover in
training. The abbreviated step-by-step style of the practice activity also make a
good quick review if needed.

v”Skill Checks:

At the end of each lesson is a situational activity that will let you check whether
you feel comfortable using the functionality discussed in the lesson. The skill
check doesn’t give you the steps, but gives you the context of a situation where
you might use the functionality in clinic type situation. You get to try and figure
out how to use TWIST to handle the situation. Need help? Browse through the
instruction or the practice activities again.

For instance, you can’t remember how to make a referral for a client. Where
would you look?

Or there might be some questions to think about, like....

Go to the table of contents and find the following information:
What is the title for Chapter 67
What is Chapter 6, Section 4?
What is Lesson 1 of Chapter 6?

& Notes:

At the end of every lesson is a notes area for you to write any specific thoughts or
ideas you have about the information in the lesson. Remember, the manual is
yours, so write anywhere, anything that will make it a more useful tool for you.
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Chapter 1: TWIST Overview
Section 1: Introduction to TWIST and TWIST Security
Lesson: Introduction to TWIST and TWIST Security

Objectives:

Upon completion of this lesson the user will be able to:

o successfully navigate through the TWIST system,;

explain how TWIST communicates with the State WIC office;
log on TWIST utilizing appropriate passwords;

demonstrate logging off the system at the appropriate times; and
identify how and when data from TWIST may be shared.

Oregon Policies:

¢ 450  Confidentiality
¢ 900 Data System Introduction
¢ 901  Data System Security

Overview:
Welcome to the world of TWIST!

TWIST is the name of the Oregon WIC Program data system. TWIST stands for
“The WIC Information System Tracker.”

Today is the day you will learn about Oregon’s unique user-friendly WIC
computer program. We will begin by explaining how to access the system and

move from one area to another.

Instruction:

Logging On to TWIST

1. Turn on your computer and log on to your agency’s network.
o Not all computers turn on the same way, but usually you have to
turn on the monitor and then the computer.
° At your agency you will have to log on to your agency’s network

before you can log on to TWIST.

Ch 1, 100.1
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2. Double click on the “FamilyNet” web access icon.

Citrix XenApp - Logon
https: /{dhs.oregon.gov(Citrix XenApp fauth login. aspx

Figure 1. “Family Net Web Access” icon

@'ﬁ = [0 titos/test s eregem gov/vpryindex imi H 2 [l 5o T=-
He Edt View Favomtes Jook Hep
17 ki | E)Crix Access Galenay for Oregon DHS

2

P - B - e Bage - o Tods - (O ) 4L

on Department of Human Services
Portal

[pene. N O Y73 B

Figure 2: Citrix “Log On” Screen

. The “Citrix Log On” screen will appear.

3. Enter your Citrix User ID and Password, then click the “Log
On” button.
o Your coordinator will get a state-issued “P” number for you from

App Support. This number is required for anyone using TWIST
and insures the security of the data system.

Ch 1, 100.2
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3 Citrix XenApp - Applications - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools Help

J Q . 2 . M 2] A
Back

Farward Stop Refresh Home
J Address I@j https:/dhs.oregon.gov Citrix/XenApp/site /default. aspx?MFuse_Current

]
Preferences +
Logged on as: P1001039

Applications
Main

FamilyNet

Figure 3: Citrix window showing FamilyNet Icon
4, Click on the FamilyNet Icon.

The “Log On” screen will appear.

Welcome To Oregon WIC

sTATE OF OREGoN

User Id: |anath |

Password; |***** |

Change Password | | ok I Zancel |
Figure 4: TWIST “Log On” Screen

5. Log on to FamilyNet.

To log on you will need two items: a TWIST User ID and a
password. This is how you will access the TWIST System.

Ch 1, 100.3
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Your coordinator will give your User ID and password to you.
You will need to clear the state issued “P”” number from the User
Id field and insert your TWIST User ID.

By logging on to TWIST, you will establish a communication link
between your computer and the state data base. This allows all
information you enter into TWIST on your computer to be added
to the central database.

This is an important step to ensure all WIC information is shared
across the state.

6. Type your User ID in the “User ID” field.

This is how the system will track who performs what task.

Your User ID is unique to you and allows you access to functions
in the TWIST system that are specific to your job position and
location.

Your login determines which areas of the system you may access
and whether you may edit information or only view information in
TWIST screens. Your coordinator will determine what level of
security is appropriate for your position in WIC.

7. Tab to the “Password” field.

8. Type in your password.

Your password should be a unique word or combination of letters
and numbers that only you know.

A password must be at least 6 digits long, must begin with a letter
and is case sensitive.

You must enter your password exactly the same every time.

If you forget your password, your System Administrator (usually
your coordinator) can reset it for you

Example: A12345 or Al2bc3.

9. Click on the “OK” button to complete your log on.

The “Log On” screen will disappear and be replaced with the
“Select Modules” screen.

The “WIC” tab will be showing.

Other program tabs will be activated depending on your log on.

Ch 1, 100.4
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Finding Your Way in TWIST

1. The “Select Modules” screen will allow you access to the
different areas of the TWIST system

% Select Modules
| mumiEation I B | Securty  WIC |

—| Modules
GE I <7 B
5 i
Appointrent Fond Financial
Scheduler Management  Management

|
H =
Syskem Operations Yendor
Reparks Administrakion  Management  Managemenk

Figure 5: “Select Module” Screen

Let’s review each area and discuss what task can be performed in each
one.

. “Client Processes” is where all client activities take
place, including demographic information, certification,
medical and health information, nutrition education
information and food package information.

. “Appointment Scheduler” is where appointments
can be made, changed, canceled or marked as kept.
Clinic and staff schedules are also created in this section.

o “Food Management” is where the state manages the
foods and formulas that are authorized for use in WIC.

Ch 1, 100.5
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“Financial Management” includes functions dealing
with caseload management, Federal reporting forms,
cash flow and rebates. This area will be used primarily
by the State office.

“Reports” incorporates all reports from all areas.
Reports may be created and/or run from this section.

“System Administration” is the section where end of
day processing occurs.

“Operations Management” is where agency and
clinic information, staff data, outreach organizations and
organizational unit information is contained and can be
modified.

“Vendor Management” includes all vendor functions
— authorizing vendors, monitoring, education, vendor
lookup and documenting complaints and actions. This is
another section that will be used primarily by the State
staff.

2. Double click on any icon.

This opens any of these functional areas. A window with a menu bar will
appear on monitor. This window will allow you to open the various
screens to perform tasks within the system.

Ensuring Confidentiality

TWIST data is the same as paper WIC files and needs to be handled with the
same care for confidentiality. When viewing client records, screens should never
be left unattended or visible to other clients. Always remember to lock your
workstation, log off or exit out of TWIST after you have completed working on a
client or a task and before walking away from the computer.

Ch 1, 100.6
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Locking Your Workstation
1. Press the “Ctrl,” “Alt,” and * Delete” keys at the same time.
2. Click on the “Lock Workstation” button.
Unlocking Your Workstation
3. Press the “Ctrl,” “Alt,” and * Delete” keys at the same time.
4, Enter your password.

The computer windows will be accessible again.

J/ NOTE: For more information about confidentiality when using TWIST, refer
to the following lessons: “WIC Intake” and “Client Search and Demographics”.

Logging Off TWIST
1. Log off TWIST by closing all open TWIST screens.

. You must also close the “Select Modules” screen. All that will
remain is the “Log On” icon.

o You will need to log off TWIST at the end of the day or anytime
you are going to be away from your computer for a long period of
time. This will prevent anyone from using the computer with your
ID and password logged on.

< Tips and Shortcuts:

o You should never let your User ID be used by anyone else.

o Never give your password to anyone and change it any time you think
someone may know it.

J You may change your password at any time by clicking on the “Change

Password” button. You will then be prompted to type your new
password. Retype your new password a second time in the “Confirm
New Password” field. Click on the “OK” button. Your password has
been changed.

Change Password

Mew Password: |*****

Confirm Mew Passwords I*****

Ik I Cancel |

Figure 6: “Change Password” Pop-Up

Ch 1, 100.7
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- Practice Activities:

Double click on the “Log On” icon.

Log on to TWIST with your User ID and password.
Click the “OK” button.

Double click on the “Client Processes” icon.

Close the screen to log off TWIST.

Select “Nutrition Education.”

Click on “Tables” in the menu bar.

Close the screens back to the “Select Modules” screen.
. Click on “Enrollment & Intake” in the menu bar.
10. Close the screen.

11. Click on “Applicant Prescreening.”

12. Click on “Breastfeeding Topics.”

v“Skill Check:

NN R =

\O

Follow the instructions listed below. If you are asked for an answer, write in the
answers in the space provided.

1 Open the “Client Processes” module.

2. List all items that appear in the menu bar.

rd

3. Click on “Certification.”

4. How many items are in the drop down menu?

rd

5. Exit out of this screen back to the “Select Modules™ screen.

6. Open the “Food Management” module.

7. Which menu item has the most items in the drop down menu?
rd

8. Exit back to the “Select Modules” screen.

0. What did you click to get back to the “Select Modules” screen?
rd

10. Exit out of the “Select Modules” screen.
1. What screen are you at?

Ch 1, 100.8
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12.  Are you still connected to the state WIC office?

e

13.  Logon to TWIST.
14. Circle True (T) or False (F) for each statement.

TorF

TorF
TorF

TorF

TorF

& Notes

You only need to log off TWIST at the end of the day before you
go home.

You should not share your password with anyone.

Your User ID is what determines what you to will have access to
in TWIST based on your job title and location.

You don’t have to worry about sharing your password because you
can change it at anytime.

Clients will never have access to your computer so it is okay to
leave a screen open when you aren’t there.

Ch 1, 100.9
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Chapter 1: TWIST Overview

Section 2:
Lesson:

TWIST Basics
TWIST Screen and Data Entry

Objectives:

Upon completion of this lesson the user will be able to:
. correctly identify and appropriately utilize the different parts of the
TWIST screens;

open, save and exit individual records;

enter and modify data;

follow policies regarding mandatory data;

work with more than one client record open at a time; and
move from one client record to another.

Oregon Policies:

¢ 640

Overview:

Documentation

Now that we have learned how to access TWIST and move around in the system
let’s take a closer look at the screens and the tools available in TWIST.

Instruction:

Reviewing the Toolbar

TWIST uses the Windows format and many of the same icons and menu text.

Title Bar — Located in the top left corner of the screen, it shows
the title of the window that is displayed.

Minimize, Maximize and Exit Buttons — These are the buttons
in the top right corner of screen.

Menu Bar — Menu selections at the top of the screen.

Drop Down Menu — A drop down menu gives more selections
from the menu bar.

Hint Text — Move your cursor over an icon. The small box of text
that appears is called a hint text. The hint text tells you the function
of the icon.

Task Bar — Located at the bottom of the screen and includes the
start button and time.

Ch 1, 200.1
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Status Bar — Located at the top of the Task Bar. It shows system
messages and the user name.
Toolbar — The following are icons that are used on the toolbar in

TWIST:
Icon Picture | lcon Name Icon Description
“Close” icon The “Close” icon allows you to exit the current
m_“ screen and return to the previous screen.
Selecting “Close” on the menu, under “File,”
gives the same result.

“Insert” icon The “Insert” icon is used when you want to

+ add an additional row of information.

“Remove” The “Remove” icon will remove information

I icon from a section or row.
| “Open” icon By clicking on the “Open” icon, you will open
E" a selection window that will allow you to do a
search.

“Save” icon This is the standard Windows icon for saving
your work. You should always save your work
before you leave a screen. If you have entered
new data, TWIST will ask you if you want to
save as you exit a screen.

“Save As” This icon is only seen on report files that can

ﬁ icon be exported to Excel.
“Refresh” icon | The “Refresh” icon will restore the
_:_-:;. information on the screen back to the most
current saved data.

“Fast Path” This icon allows you to move quickly from

}i’ icon window to window. Clicking on the icon will
give you a list of the windows that you can fast
el path to.

Ch 1, 200.2




Oregon WIC TWIST Training Manual March 24, 2008

Icon Picture | Icon Name Icon Description
“Cut” icon When clicked, this will allow you to move or
ili “cut” highlighted information from the screen
and hold it on a hidden clipboard until it is

pasted where you want it to go.

“Copy” icon Highlighted information is copied to the
hidden clipboard and can be pasted to another

field.
G@ “Run” icon This icon must be clicked on to run a report.
- “Clear” icon | This icon will clear all fields on the current
L I screen.
“Paste” icon “Paste” is the second step to cutting or

copying. Once information is on the clipboard,
click in the field where you want the
information to be and click the “Paste™ icon.
The information will appear in that field.
These buttons can save you unnecessary

typing.

associated with the screen to the printer for
printing. Clicking on the “Print” icon will not
print the screen.

“Help” icon When you click on this icon you will access
information about the section of the system
you are in.

% “Print” icon The “Print” icon will send forms or reports

TWIST Screen Review

The starting point for this section is:
Client Processes = Enrollment and Intake => Applicant Prescreening

1. Data Fields

The first thing you may notice is that data fields are different colors.
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1.1 Fields that are Yellow are mandatory fields.

. Information must be entered in all of these fields to
continue to the next screen.

o These fields have been selected as mandatory fields in
compliance with federal guidelines or state policy.

. If you want more information, refer to Policy 640 in your
Oregon WIC Policy and Procedure Manual (PPM).

. In certain screens, a checkmark will appear on a tab to

indicate all mandatory fields have been completed. This
does not mean that the client is income eligible, however, it
just means the user has filled out all mandatory fields

1.2 Fields that are White are optional fields.
. If you have information you may enter it, but it is not
required.
1.3 The Gray fields are system-generated fields.

TWIST will enter the data into these fields.
You cannot change or delete this information.
These are referred to as “Display” fields.

Income Eligibility v |\W/IC Intake + | WIC Mates
2. Tabs l I

TWIST is designed to be easy and fast. To assist you, some windows are
divided into sections and these sections are called tabs.

. The tabs represent additional screens.
. By clicking on a tab you move from one screen to another.
3. Drop Down Arrows T
. Clicking on this arrow will give you a list of choices for the field.
. You must select one of these choices.
. No other answers will be accepted in this field.

J NOTE: You do not have to use the drop down arrow if you know the
acceptable value and type in the first letter in the field.

4, Buttons

Buttons appear as raised gray boxes on the screen.
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. Buttons can provide access to pop-up windows.

. Pop-up windows may also have other buttons to activate additional
pop-up windows.

. Buttons will allow you to perform some of the same functions you

would find on the toolbar while you are in a pop-up window. For
example, you might see a “Remove” or an “Insert” button.

. Buttons can be used to perform other special functions.

. If you click the “OK” button to exit a screen, any data you entered
will be saved.

. If you click on the “Cancel” button to exit a screen, you will close

the window, but the information will not be saved.
System Messages

TWIST also displays messages on the screen when you perform certain
actions. A variety of messages are generated throughout the system.
Specific messages are discussed in the lessons on the screens where they
appear.

- Practice Activities:

Use the information from your < Activity Sheet for this practice.

RRO©oOoNoGOkWNE

0.
1.

Log on to TWIST.

Select your assigned agency.

Double click on the “Operations Management” module.
Click on the drop down menu for “Operations.”

Select “Agency/Clinic Information.”

In the “Mail Category” field use the drop down arrow to choose “Shuttle.”
Click on the “Clinic Information” tab.

Click on the “Phones” button.

Click “Cancel” to close the pop-up window.

Close the “Agency/Clinic Information” screen.

Exit “Operations Management.”

You have been introduced to the parts of the TWIST screen, which is like
learning about the parts of a car and how to use them before you start driving.
Now it’s time to learn some basic driving skills.
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Entering Data
There are several places and ways to enter data.
1. Manually Entered Data

There are three ways to manually enter data.

1.1 Field
. Type answers directly into the space.
. The acceptable answers can be a number or a word

depending on the field.

Example: “Number in Family” is a number answer and “Income Provider” is a

word answer.

1.2 Drop Down Arrow

Lets you select from a list of acceptable choices.

13 Pop-Up Window
. A window where you can enter specific information.
. Use buttons to access pop-up windows.
. You cannot use the toolbar when you are in a pop-up
window.
. You must close the pop-up window before you can exit the
screen.

Example: “Averaging” button activates a pop-up window.
2. Automatically Entered Data

There are several ways the TWIST system will automatically enter

information.
2.1 System Defaults
. Some fields will be automatically populated with an
answer.
. Defaults are designed to save you time by populating the
field with the most common response.
. You will only have to enter an answer into the field if the

answer is different than the default.
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. Overriding a default is easily done by selecting the correct
answer from the drop down list or by typing the answer
into the field.

Example: You are enrolling a pregnant mom having twins and the “Unborn
Counted” field defaults to 0. To change this to count the unborn twins, you
would type a 2 into the field.

2.2 Automatic Calculations

. The system will do mathematical calculations automatically
in some fields.

. It will take the data you have entered and complete the
calculation.

o You cannot override or change these fields. They are gray
fields and for display only.

. When you change the data that you had previously entered,

the gray field(s) will change to reflect the new calculation.

Example: The monthly and annual income fields will be automatically
calculated based on the data you enter in the interval and amount fields.

2.3 Auto-Fills

. The system will transfer information entered in one section
to another section automatically.

Example: After enrolling a temporary newborn, the system will automatically
update the mother’s record with selected information.

2.4 System Generated

. This refers to how the system is able to look at information
from several screens and/or functional areas in order to
create or select appropriate data to enter into another screen
or functional area.

Example: The system will look at information entered in several different
screens in the certification area such as medical, health history, and diet to
select or generate appropriate risks to assign to that client.

3. Numerical Data
Here is information on how to enter numerical data.

3.1 Date
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. mm/dd/yyyy is the correct format for a date. Month and
day must be two digits, and years must be four digits.

. The system will add the back slashes for you.

. The system will automatically zero out the field if the date

is entered in an incorrect format. If you tried to enter in
1/1/03 the field would read 00/00/0000.

Example: January 1, 2003, would be entered as 01012003.

3.2 English/Metric
. E/M is the drop down list that allows you to select whether
the data you are entering is in English or Metric
measurements.
. The system will change the labels of the fields to match

what type of data you are entering.

Example: If you select Metric in “Weight,” LBS will change to Kg and OZ will
change to Gm.

4 NOTE: When information is entered metrically and saved, the system will
convert the information and save it in English.

3.3 Fractions
. The system fields accept fractions in eighth-of-an-inch
increments. All measurements must be converted to this
form.
. Only the top number of the fraction will need to be entered
into the field.

Example: An infant is 20 3/8th inches long. 20 would be entered into the
“inches” field and 3 would be entered into the *“1/8 inches” field.

3.4 Decimals

. Decimals are entered into a field as a whole number using
the period as a decimal point.

Example: For a hemoglobin value of 12.3, you would type 12.3 into that field.
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3.5 Unknown Value
. You can indicate a value is unknown or waived by entering
9's in place of the missing value.
. If the missing value has two fields, such as pounds and

ounces, the system will automatically fill in the second
field with 9's once the first field contains 9's.

. A field with 9's will not be graphed and will not calculate
percentiles or BMI.

. The number of nines entered into the first field will be
dependent on the maximum number of digits allowed in the
field.

. If you have an unknown value for a field that has a drop

down, select “unknown value.”

Add, Delete, Change and Save Data
1. Adding Data
There are two ways to add information.
11 Type new information into an existing empty field.

1.2 Use the “Insert” icon or “Insert” button to add a new, blank
field and then type in your new data.

2. Deleting Data
There are four ways to delete data.
2.1 Use the “Remove” icon located on the toolbar.
2.2 Click on the “Remove” button in a pop-up window.

2.3 Use the “Delete” function key on your keyboard to clear a
field.

2.4 Backspace or use the space bar to remove data in a field.

. Some data cannot be deleted or changed after it has been
saved. It becomes part of the client’s permanent record.

. Health history questions and medical data are examples of
areas that cannot be deleted once they have been saved.

. The system will notify you with a system message if you
try to delete inappropriate data.
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3. Changing Data

There are two ways to change data. In either case, the data will not change
in the system until you move out of the field that has been changed.

3.1 Delete and type over existing data with new data.
3.2 Add new information to a new line.

. The system will recognize the data based on the date and
time entered.

. This is how you would handle a situation where you have
made a mistake in entering data and the data has already
been saved.

Example: Let’s say you are enrolling a child and instead of entering 35 Ibs for a
weight you enter in 53 Ibs. You do not realize the error until you have
completed the other tabs in certification and the data has been automatically
saved. You will be able to change medical information until the end of the
workday. If information needs to be changed after “End Of Day,” you will have
to enter the correct weight of 35 Ibs on a new line with the same date. The
system, even though it is the same date, will now recognize this last entry as the
current weight based on the time of entry.

4. Saving Data

The system will automatically save your data as you work. It will save the
data when you move from tab to tab.

J NOTE: If all mandatory fields have not been completed before you move to
another tab, the system will display a message prompting you to complete the
field.

When you try to exit a screen, a system message will prompt you to save.
There are two manual ways to save:

4.1 Use the “Save” icon.
4.2 Use the Windows “Save” function in the “File” drop down
menu.
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- Practice Activities:

Use the information from your < Activity Sheet for this practice.

Eal AN

o No O

9

10.
11.
12.
13.

14.
15.

16.
17.
18.
19.
20.
21.
22,

Double click on “Client Processes.”

Click on “Enrollment & Intake.”

Open “Applicant Prescreening.”

Use the drop down arrow to select a category for the “Calculate Income
For field.”

Tab out of the “New Income Field” to save the change.

Move cursor to “Number in Family” field.

Type in the number of family members.

The “New Income Date” field is system generated and may not be
changed.

Move cursor to “Income Provider” row.

Type the name of the wage earner in the first row.

Tab to next field and select the appropriate*interval.”

Tab to next field and enter a dollar value for “amount.”

Tab to next field and type w in the field. Does “wages” auto fill as the
source?

Tab to the next field and select a proof of income from the drop down list.
What fields that are now automatically calculated. The correct answers are
“Monthly,” “Annual,” and “Totals.”

Insert a second row. Enter data in all mandatory fields.

Delete the second row of data.

Exit “Enrollment.”

Read the system message you get.

Click “No.”

Close the screen.

Exit “Client Processes.”

One User, Multiple Clients

The system allows you to open a second client record while working with the first
client. This situation may occur when you are processing a walk-in client and
another is on the phone and needs information or if you are working with two
people from the same family.

The starting point for this section is:

1.

Client Processes = Enrollment and Intake = Applicant Prescreening

Select the “Open Folder” icon and select a client.
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2. Minimize the current screen you are working in.

3. Click “Select Modules” on the status bar.

4. Double click on the module you need for the second client.
5. Access “Client Primary” and select the second client and

return with the client.
6. Complete the activity for the second client and save.

J NOTE: You can “toggle” between the open client records. “Toggle” between
client records by clicking on the buttons on the status bar. Be sure to save data
before toggling to the second client.

7. Click on the first module on the status bar and complete
activity for first client.

J NOTE: The hint text on the status bar will tell you the name of the client that
box represents.

8. Save and exit.
Multiple Users, Same Client Record

The system allows multiple users to open the same client record at the same time.
This situation may occur when two staff members are working with the same

client.
1. Users working in different screens or tabs.

11 Multiple users may enter data in the same client record when
they are on different tabs in the same screen or on different
screens.

1.2 Both sets of data will be saved.

Example: The clerk enters income data when the client arrives but gets
interrupted by a phone call before they can finish entering the change of
address. The client proceeds to the lab technician who pulls up the same client
record and enters medical data. The clerk and the lab technician save at the
same time. All information has been saved and utilized by the system because
they were in different areas of the same client record.
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2. Users working in same screen and tab.

2.1 The system does not allow multiple users to enter and save data
at the same time within the same screen.

2.2 If both users enter data on the same screen, the information
saved first will be utilized by the system.

2.3 When the second user tries to save the information, they will
get a system error message. The user will have to refresh and
re-enter data before the system will utilize the new information.

Example: A lab technician and a certifier have the “Medical Data” screen open
for the same client and enter information. The certifier hits save after the lab
technician. The information entered by the lab technician will be the most
current and will be utilized by the system for risk assessment. The certifier will
get an error message and need to refresh the screen before proceeding.

< Tips and Shortcuts:

. When there are multiple values listed in a drop down list, continue to hit
the first letter of your selection until the value is displayed.

o Hint text on the status bar will tell you the name of the client that box
represents.

. Never open more than three client records at the same time.

. Use it, save it and leave.

. “Toggle” between client records by clicking on the buttons on the status
bar.

. You can also use the refresh button when you have entered a number of
incorrect data and want to start the screen over again.

. Refresh doesn’t update changes to base tables.

Example: You are working on scheduling an appointment and decide that a
change must be made to the appointment type information. You go to the base
table, fix it and then return to your screen only to find that the information is
not there. You have to log out of TWIST and then log back in for the new base
table information to show. This is because the system doesn’t check base tables
after you have logged in to keep traffic down in the system and keep it running
fast and smooth.

v”Skill Check:

Follow the instructions listed below. If you are asked for an answer, write or
circle the answers in the space provided.
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Road Trip Check List
The starting point for this section is:
Client Processes = Enrollment and Intake => Applicant Prescreening

Tom Tester:

. The TWIST system mechanic has recommended that we check out our
system before we take it out on the road.

. Below are two check lists that Tom wants you to complete.

. You will need to complete each task and answer each question in the order
they are presented in Checklist 2.

. You will match the icon or description in Check List 1 to the task or
answer in Check List 2.

o Place the number from Checklist 2 in the space provided next to Check
List 1.

Answer Checklist 1 Checklist 2

1. Select “Client” in “Calculated Income
‘ m_“ For” field.

What icon did you use?

2. The box next to “Number in Family”
is called this.

3. What color is an optional field?

4. Click on the “Averaging” button.
What type of window do you get?

5. Enter two rows of information under
“Income Provider.”

Enter the following information:

Rowl — Ashley Albany

Interval — Monthly

Amount - $50

Source — Wages

Proof of Income — Paystub

MEI+
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Answer Checklist 1

Checklist 2

Create a second row.
What icon did you use to insert the
rows?

H

6. Copy Ashley Albany’s name.
What icon do you use?

&

7. Paste Ashley’s name into the second
row.

What icon did you use?

(Print a screen shot here.)

o
i

8. Delete the first row of information.
What icon can you use to delete?
(Print a screen shot here.)

9. What icon would you use to cut?

10. What icon would you use to run a
report?

11. What icon do you use to find a Fast
Path?

12. What icon would you use to get
help?

13.What icon will open up a client
record?

14. What should you do before you leave
a screen to prevent any loss of data?
What icon can you use?
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Answer Checklist 1 Checklist 2

Unknown Value 15. Which icon clears all fields on a
report screen?

Yellow 16.What icon would you use to print?

White 17. What would you select if you wanted
to enter medical data in as a Metric
measurement?

18. What would you use 9's for?

Pop up 19. What color is a mandatory field?
Field 20. What color is a system generated
field?

21. Exit “Applicant Prescreening.” What

{:. icon did you use?

Gray 22.What icon would you use to view the
most current information.

Circle True (T) or False (F) for each of the following questions.

TorF When you change data in a field, you must move to another field
before the TWIST system will recognize that new data has been
entered.

TorF The amount field is automatically calculated by the system.

& Notes:
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Chapter 1: TWIST Overview
Section 2: TWIST Basics
Lesson: Fast Paths

Objectives:

Upon completion of this lesson the user will be able to:
. identify and use the “Fast Path” icon.
Overview:

The “Fast Path” icon is found on the tool bar. Fast paths are short cuts found
throughout TWIST and allow you to quickly move from one screens to another.
Fast paths are available only on certain screens throughout the system.

In the following section you will learn how to use fast paths to help you move
easily from one function to another by just clicking one button.

Instruction:

Using Fast Paths

The following is an example of one “Fast Path,” but the process is the same
through out TWIST, wherever you find the “Fast Path” icon.

1. Double click on the “Client Processes” icon.
2. Click on “Enrollment & Intake.”

3. Click on “Enrollment.”

4. Click on the _:ji “Fast Path” icon.

. The “running man” icon is an easy reminder that you are selecting
a speedy path. This refers to how this function will allow you to go
to other screens.

o The “Fast Path Options” pop-up will appear.
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GBO10S - Fast Path |

Destination

Jkertiﬁcatiun, Temporary Mewborn
JICertiFicatiDn, WWornan

Jklient Master Dermographics
JFamiI';.-' Appointments

JFDDd Instrument Lookup

J'ﬂanage Prink Queue

JEertiFicatiDn, InFank/iChild

_| Fast Path Options Ii

e

hd

o I Zancel

Figure 1: “Fast Path Options” Pop-Up

This pop-up will act as your road map and will list all of the
possible function screens or fast paths you can select.

The fast paths to which you can link are determined by which
functions you logically need to go to from the current screen.
When no “Fast Path” is available, the icon will be grayed out.

Example: Fast paths listed in “Enrollment” allow you to drive into several
client-processing areas such as: certification screens, food package and food
instrument screens, client history screens, and appointment screens.

5.
6.

7.
8.

Click to select the “Certification, Woman” screen.

Click “OK” to move to the “Certification, Woman” screen.

From this screen you have two options.

6.1

6.2

You may use the fast path from this screen to go to another

screen.

You can exit this screen to return to the “Enrollment” screen.
When you close a screen that you used a fast path to reach, you

will always go back to the previous screen.

x

Click on the _Z_ “Fast Path” icon.

Click on “WIC Intake” screen (Enrollment).

You have now returned to the “Enrollment” screen.

Ch1,201.2



Oregon WIC TWIST Training Manual

August 31, 2003

- Practice Activities:

Let’s try driving on the fast paths a little more.

1. Click on “Enrollment.”

2. Click on the “Fast Path” icon.

3. Click on “Certification, Woman”

4, Click “OK.”

5. Click on the “Fast Path” icon.

6. Click on “Family Appointment Record.”

7. Click “OK.”

8. Click on the “Fast Path” icon.

9. Click on “Daily Clinic Schedule.”

10. Click “OK.”

11.  Close the “Daily Clinic Schedule” screen.

12. Close the “Family Appointment Record” screen.
13. Close the “Certification, Woman” screen.

14, Close the “Enrollment” screen.

15. You should now be back the “Client Processes” screen.
v"Skill Check:

Go ahead and try it!

& Notes:
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Chapter 1: TWIST Overview
Section 3: Equipment
Lesson: Equipment

Objectives:

Upon completion of this lesson the user will be able to:

. describe how different equipment communicates data;

. follow the basic troubleshooting protocol; and

. identify what lessons describe other equipment and information.

Overview:

A computer system such as TWIST is based on the extensive use of servers,
computers, laser printers and card readers You will be operating thousands of
dollars worth of new equipment and need to how to use it and when or where to
call for help if it malfunctions.

In this lesson, you will discover how your TWIST equipment talks to each other
and what to do if it stops doing what it is supposed to.

Instruction:

TWIST Equipment
1. Desktop Computers

. Personal computers (PCs) have been issued for use by WIC staff at
all permanent clinic sites.

2. Laptop Computers

. For agencies that have satellite clinics, laptop computers have been
issued.

. Extreme care must be given to these pieces of equipment since
they are very valuable and re-saleable.

. Security measures should be used on each piece of portable
equipment to ensure safety and security when staff are out of the
room.

3. Laser Printers
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. Each permanent and satellite site will have a laser printer to print
out WIC forms and benefits lists.

4. Card Readers

. Each work station will have a card reader for reading the eWIC
card numbers.

5. Servers
. The central state server is housed in Salem. It houses all client
records for the state. Each PC connects to the state server through
Citrix.

Following Troubleshooting Protocol

You have four resources at your fingertips to help you determine what to do if
there is an equipment breakdown.

1. Local Agency Special User

2. This “Equipment” lesson and the “TWIST Equipment” Job Aid.

See Job Aid on “TWIST Equipment” for more information.

. The Application Support Desk has provided you with a “ TWIST
Equipment” Job Aid. If any of your equipment fails to function
properly, use this guide before calling the Application Support
Desk at the state office.

3. “Help” lesson in Chapter One, Section Four and “Application Support for
FamilyNet — TWIST Module” Job Aid.

See Job Aid “Application Support for FamilyNet — TWIST
Module” for more information.

. Refer to this guide if you are experiencing software problems.
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rcwiPractice Activities:

1. Your agency has had a power outage. When power was resumed, two of
the desktop computers failed to function.

N
2. Contact one of your agency’s special users.
N
3. The special user and you contact your internal Information System Staff to

resolve the issue.

N
Great job!
Skill Check:
1. Which lesson would you refer to if the power to the facility is off and none

of the computers or printers will work?

2. Which lessons provide you with information on who and when to call the
Application Support Desk?

Notes:
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Chapter 1: Overview and Client Primary
Section 4: Help
Lesson: Help

Objectives:

Upon completion of this lesson the user will be able to:
. locate and utilize the various “Help” features of TWIST; and
. contact the appropriate person for technical assistance.

Overview:

There are times when we all need some help and TWIST was created with those
times in mind. Help is available at your fingertips with a simple click of the
mouse or a touch of the phone pad.

The system has an on-line help feature that allows you to access the user’s manual
quickly. The “Help” pop-up provides you with information about the current
window or allows you to search for additional information. In this lesson you will
learn how to access the “Help” pop-up and how to search for information within
the pop-up.

You will also receive information on how to contact the appropriate person for
technical assistance with hardware or software problems as well as what to do in
the event of a major system breakdown that halts agency operations.

Instruction:

How to Format a Lesson

The starting point for this section is:
Client Processes = Enrollment & Intake => Applicant Prescreening
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1. Select “Help Contents” from the “Help” menu.

=loj x| BETES

E? TWIST Help

& 2
Hide  Back Forward  Print

|»

Cantents | Index | Search| TWIST

-

R Welcome to TWIST About TWIST Tr.Type:I_

R Appointment 5chedul . . .

E:?:;Ir;.zzr;ss:s EeuE TWIST is the madule in FamilyMet that supparts the WIC

= . (wornen, Infants and Children) program. TWIST, which stands
W Financial Managemert for The WIC Information System Tracker, provides nutrition

R Food Instruments (Fls) education, risk assessments, and electronic food instrument
R Operations Management support for clients, and handles voucher redermptions and
@ Reports reconciliation reporting and recards. | =
: 32:;2: ai::;::z::‘ There are eight modules within TWIST: ;IW
« Client Processes i|:|3
« Appointment Scheduler = Marithly Annual
+ Food Instruments
« Financial Management LIl Loy
» Operations Management
» Reports Ll
Clear Screen Aweraging
|Ready | March 16, 2004 03:36:40 AM | Tamara Olsen | Malheur CHD |

i start |

I @ m oy || E] Be| @rf 8n] 2| Bs| Bed Be| 9r] BANHBGOGUID s
Figure 1. “TWIST Help” Pop-Up

. The “TWIST Help” pop-up is displayed.
. This is the typical “Help” pop-up found in most Window based

programs.

. The pop up contains three search methods, “Contents,” “Index”
and “Search.”

. Click “Print” to print a hard copy of the information.

. Click the “Close” icon in the upper right hand corner to close the

“TWIST Help” pop-up.
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Contents Tab

2. Double click the “Books” to display sub-books or topics under
the main headings.

3. Click on the question mark to display the help text for the
desired topic.

E? TWIST Help N = =1=21x]

- > &
Hide  Back Forward  Print

Cantents | Index I ﬁearchl TWIST I—
@ Welcome to TWIST About Client Primary Tr.Type:I_
o [2] About TwIST
; E WIDEU Client Primary is the madule in FamilyMet that stares
; . dermnographic information about cients who participate in Office
-3 b°“t m"-'f'Nt of Family Health {OFH) programs. & client's name, address,
SE - bovt Client Prirmary phone number, ethnicity, and date of birth are some of the
- [2] dhout wiC dermographic data that are stored.
+[2] About ch,_c"nfc fos YYou can access Client Primary from within TWIST or any other | [=]
-2 APDL‘F certification application in FamilyMet, when you make a change to a client's ;53;15;2004
@ warking in TwIST information in Client Primary, other people whao access Client .
R Appointment Scheduler Primary will see that same information. *I:B
’ E.Ilent F.'IDCESSES If you need help using Client Primary, click the Help menu on e A |
2 Financial b anagement the Client Primary window. ankhly nnual
R Food Instruments [Fls)
, Operations kManagement Related Topics E 000 0.00
P Reports sbout Familyhet
R Systern Administration
R “Yendor Management About TWIST —
Clear Screen Aweraging

|Ready | March 16, 2004 03:37.22 AM | Tamara Olsen | Malheur CHD |

start ||| 1A @ @ 5y || @n| e | @1 ®a| 21 Br B[z, ENHEGOPUD® sarmm
Figure 2: “Contents” Pop-Up

Index Tab
4. Click on the “Index” tab.

5. Type aword or phrase in the “Type in the keyword to find:”
field.

Only those words and phrases that have been specifically indexed will appear as
selection options.

6. Highlight the word or phrase you want information on and
click “Display.”
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E? TWIST Help

- = =

Hide

=g

Back Fomward  Print

=10l x|

ETE

Contents  Index | Search I

Type in the kepword ta find:

|e

TWIST—Syskem Administration

End of Day

Orily an appointed staff person can begin the End of Day
process.

Tr.Type: I_

Enralling a temporary newbom To wiew the status of appointments following an End of Day
Eﬁe””g P — pracess, click Attendance in the End of Day window. The
Aﬁ?hr:gg o?mlgltﬁcm doa[tg?c:rog o Appointment Attendance Documentation window opens 1 =
Anthiapometiic data for an infa and displays _the status_of the appaintments fo_r _each clinic. :
Binchenmical data for 3 worman Diocurnentation status is recorded for both individual and group ;53;15;2004
Biochernical data for an infamt? class attendance and appears as Yas Ao, or Dalay. I:B
Camplaints . B
Head circumference data for a Related topics
Income gligibility information sbaut End of Day processes IMonthly Annual
Ineome interval and amount
Medical providers
Postpartum data 0.00 0.00
Prenatal data
Refercal infrimation =l
[ -]
Clear Screen | Averaging |

|Fieady

i start |

Search Tab

| March 16, 2004 09:38:38 AM

e ma || B Be| @ Ba| S B

| Malheur CHD

el BelBT
Figure 3: “Index” Pop-Up

| Tamara Olzen

7. Click on the “Search” tab.

8. Type aword or phrase in the “Type in the keyword to find:”
field.

9. Click the “List Topics” button.

10. From the “Select Topic to display:” box, click on your

selection.

11.  Click “Display.”
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E? TWIST Help - ol x| == x|

=

Hide Back Fomward  Print

Search . =
Contents| Indes 5 | Appointment types
Type in the ki d to find: q
Iy::n U B TWIST uses seven basic twao-character appaointment types: Tr'T‘"pe'I_
chi
Appointment Description
List Topics | Type

Select Topic to display: M New appointments

About anthropometric and bioche « o NC=MNew appointrnent for a I |L|
About Farnilyt et :

Adding a child to an existing fami « NI=Mew appointment for an :53,1’16,1’2004

Adjusting gestational age infant .

Appointment ypes *I:B

Appointment types o NW=MNew appointrment for a

Azsighing a new 'WIC |D number postpartum worman IMonthly Annual

Bl for Age table )

Changing a clisnt to a previous .. * NP=New appointment for a

Changing and saving data v| pregnant worman d 0.00 0.00

d b » NN=Generic new appointrent

R Recertification appointrnents _|
Clear Screen Averaging |
|Fieady | March 16, 2004 09:33:18 AM | Tamara Olsen | Malheur CHD |

i start |

lemy || Ey| ®e| @rfmea| 2Bl Gef Bc[mr. [ENMEGOYYI® smam
Figure 4. “Search” Pop-Up

12. Click the “Exit” icon in the upper right hand corner to close
“TWIST Help.”

13. Exit “Applicant Prescreening.”

14. Exit “Client Processes.”

Contacting the Appropriate Person for Technical
Assistance

Technical assistance comes from the TWIST Application Support Desk. The
purpose is to assist you when issues arise with processing client data,
notifications, and/or reports.

How do you know when and how to call them?
Refer to the following information:

1. For breakdowns that could cause a halt in agency operations,
see the “TWIST Disaster Recovery” lesson in chapter 6,
section 5 and “TWIST Disaster Survival Manual”.
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2. For hardware problem solving, follow the steps in the “WIC
Equipment” Job Aid.

© See Job Aid “WIC Equipment” for more information.

3. For software problem solving, follow the recommendations
listed on the “Application Support for FamilyNet” Job Aid.

© See Job Aid “Application Support for FamilyNet” for
more information.

< Tips and Shortcuts:

. The “F1” key can also be used to open the “TWIST Help” pop-up
. “TWIST Help” is available from all screens

- Practice Activities:

The starting point for this activity is:
Select Modules = Appointment Scheduler = Scheduling = Daily Clinic
Schedule

Select “Help Contents” from the “Help” menu.

Click the “Search” tab.

Type “Medical” in the “Type in keywords to find:” field.
Click the “List Topics” button.

Select “About certification” in the results box.

Click the “Display” button.

Review the information using the scroll bar to view additional
information.

Close the “TWIST Help” pop-up.

9. Exit.

NogakrowhE

o

v Skill Check:

Accessing the online help is easy as 1, 2, 3.

1. You are working with a client and the TWIST screen goes blank. The
other Windows screens are still functioning. What would you do?
d
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2. There is a power outage in the clinic building and all computer equipment
has shut down. Explain the first 3 steps you complete?

rd

3. In which of the following circumstances would you call the TWIST

Application Support Desk? Circle the correct answers.

. Your mouse won’t move the cursor.

. The TWIST screen you are working on freezes up and you cannot
proceed.

o One of the children you are certifying crawls under your desk and
disconnects your computer before you saved the certification
information.

& Notes:
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This page intentionally left blank.



Oregon WIC TWIST Training Manual August 24, 2015

Chapter 2: Client Demographics
Section 1: Client Demographics
Lesson: Special User — Client Search and Demographics

Objectives:

Upon completion of this lesson the user will be able to:

. successfully demonstrate searching for a participant;

. correctly demonstrate entering participant data on the Client
Demographics screens;

. enter and read urgent and non-urgent messages; and

. successfully change participant demographic information.

Oregon Policies:

¢ 587  Dual Participation
¢ 590  Other Participant Abuse

Overview:

The FamilyNet Data System includes the data applications for WIC, Perinatal,
Immunizations, and Babies First. It stores all information common to participants
across program applications, such as name, address, phone number and program
participation.

TWIST is one module in FamilyNet. You will not notice much change when you
move from the WIC application, TWIST, and into the participant demographic
part of FamilyNet. To avoid duplicate records in the system, and therefore avoid
dual participation in WIC, you must always search for a participant before you
add a new participant on WIC or update an existing participant’s record.

You will enter all participant demographic information in a few screens that are
accessed easily from TWIST. Once a participant’s information is entered, these
screens are where basic demographic changes are made. Participants may have
had demographic information entered or updated by other programs they also
participate in. This means WIC benefits from the information entered and
updated by these other programs and vice versa.

The contact information entered on these screens is used by the Automated
Notification System for WIC Reminders (ANSWR) system for WIC appointment
reminders.

This lesson will show you how easy it is to search for a participant and keep
participant demographic data up to date. No matter where in TWIST you are
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working, the search process and participant demographics are handled the same
way.

Instruction:

Searching for a Participant

You may search for a participant from many places in TWIST. One common
starting spot is when screening a participant for possible eligibility on WIC.

1. Double click on the “Client Processes” icon.
2. From the “Enroliment and Intake” menu click on “Applicant
Prescreening.”

3. Click the “Open” icon.

The “Client Search” window is displayed.

-";','*f-".tlientProcesses—[ FamilyMNet] I _|ﬁ||1|
File Edit Wiew ‘Window Help

ALY 2SE]
Client Search | Guardian Search |
Mate: The % symbol acts as a multiple character wildcard

Last Name First Middle Range for Date of Birth State ID

|l | | jojoojooos— iojoofoaon [

Street #  Street Name Street Type City 2ip Code Phone Number Local ID

| | L =l | Fol |

Gender Agency Application App ID Social Security #  Medicaid

{ =1 | [=] ] =1 | -- |

State ID ast First Middle Suffix 0B MName Type
Search I Mew Search | Aidd Mew Client | Fretum W Client | Freturm W70 Client

Figure 1: “Client Search” Window

. Two screens, “Client Search” and “Guardian Search,” are in this
window. The system defaults to the “Client Search” screen.
. Search criteria are shown at the top of either screen.
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. Information can be entered in any single field or all fields. The
search results will be narrowed by the amount of information
entered.

. You can use the % symbol as a search character when you are
unsure of the correct spelling of a word.

. The results of the search will be displayed in the large white box in

the lower part of the screen.

The recommended way to search for a participant is:

. The first 3 letters of the person’s last name,
. The first 3 letters of the person’s first name; and
. The person’s date of birth.

4. “Client Search” screen fields.

There are several ways to search for a participant. The most common way
will probably be by last name. Searches can also be done by gender, age,
address, or specific information such as ID, Social Security number, or
Medicaid number. None of these fields are mandatory, however at least
one data element must be entered into a field for a participant search to
take place. The more information that is entered into these fields, the
more specific your search will be. For a new search, it is better to do a
broad partial search to keep errors to a minimum.

J NOTE: If all fields are completed when searching for a participant, only one
participant will be retrieved from the database. If only one general field is
completed all participants meeting that criteria will be retrieved from the
statewide database.

4.1 “Name” fields. If only one letter is entered into one of these
fields, all names that begin with that letter will be retrieved from
the database. If a specific name is entered, the search will be
narrower.

Example: If only the letter J is entered in to the “Last Name” field, all last
names that begin with J will be retrieved from the database. If the name Johns
is entered in to the “Last Name” field, the search will be limited to those
participants with the last name Johns and to those whose last name begins with
Johns such as Johnson or Johnston.

42  “Range for Date of Birth” fieclds. These fields would be
completed when searching for a specific age of participants. When
the date for only one field is entered, the system will automatically
fill the other field in with the same date.
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Example: If you wanted to search for all 6-month-old infants you would enter
the appropriate dates into these fields.

4.3

4.4

4.5

4.6

4.7

4.8

4.9

4.10

4.11

4.12

4.13

4.14

4.15

“State ID” field. This ID is automatically generated when a
participant is entered into the Family Net system. This ID is
different from the WIC ID.

“Street #” field.

“Street Name” field.

“Street Type” field. This is a drop down list of all street types.
“City” field.

“Zip Code” field.

“Phone Number” fields. These fields could be completed if the
participant’s phone number is known and you want to narrow your
search. The three fields are for area code, prefix, and final 4 digits
of the number.

“Local ID” field. This is an agency entered ID used in counties
that have their own numbering system. This ID is different from
the WIC ID.

“Gender” field. This is a drop down list to select the participant’s
gender. Unknown might be used for an infant or child that is
transferred into the state with little information available.

“Agency” field. This is a drop down list of all WIC agencies in the
state. Only use this field when you know this is your agency’s
participant.

“Application” ficld. This is a drop down list that includes the
programs in FamilyNet. If you knew the participant participated in
another FamilyNet program, you would use this field to select that
program.

“App Id” field. In the WIC application, this would be the WIC ID.

“Social Security” field. The participant’s social security number
could be entered if known to narrow the search criteria. The dashes
are already included in this field so just the number needs to be
entered. If you put the dashes in, the number will not be correct.
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4.16 “Medicaid” field. The participant’s Medicaid number could be
entered to narrow the search criteria.

5. Enter the first 3 letters of the person’s last name.
6. Enter the first 3 letters of the person’s first name.
7. Enter the person’s date of birth.

8. Click the “Search” button or press Enter.

-"é?:".l:lient Processes - [ FamilyMNet] I 51|
File Edit wiew ‘Window Help

LAY

Client Search | Guardian Search |

Mate: The % symbol acts az a multiple character wildeard

Last Name First Middle Range for Date of Birth State ID
IJoh }Qnd | psmuzooo psmuzouo |

Street # Street Name Street Type City Zip Code Phone Number Local ID
| | [ =0 | | S |

Gender Agency Application App ID Social Security #  Medicaid
I =] { =11 =1 | -- |

Middle

First

z 5 Johanson

2351357 Johnson Andrea 05/01{2000 Real

2351355 Johnson Andrew 05/01/2000 Real

2351856 Johnstan Andrew 05/01/2000 Real

Search I Mew Search | 4 Clients found Add New Cliert | Feturm W Clisnt | Retum w0 Client |

Figure 2: “Client Search” Screen with Search Results

. The participants found in the database matching your search
criteria will be displayed alphabetically in the results box.

. If the DOB has been changed, it will appear in bold print.

. A note is generated between the “New Search” and “Add New
Client” buttons. This text indicates how many participants were
retrieved from the search.

. You may need to scroll down to view all participants listed.

. If there are no participants that match your search criteria, a
message pops-up stating “Sorry, no clients were found that match
your query criteria.” Click the “OK” button to close the pop-up.
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. If the list of participants is really long and you want to narrow your
search using additional participant information, click the “New
Search” button to clear the screen and reenter additional participant
information.

. Clicking on a column heading will resort the results order.

J NOTE: To update or add demographic information about the participant before
returning to the TWIST screen, double click on the appropriate person to go to the
“Client Primary” screen.

9. Return to the TWIST screen.

From the Client Search, there are several ways to return to TWIST. It will
always take you back to the TWIST screen you were on when you
initiated the search.

9.1 Single click on the appropriate name and click on the
“ReturnW/Client” button.

This returns to TWIST with participant information.
9.2 Click the “ReturnW/O Client” button.

This returns to TWIST with no participant information.
9.3  Click the “Close” icon.

This returns to TWIST with no participant information.

Searching for a Guardian

This search will look for participants that have a particular guardian listed in their
file. The search results will tell you the particular participants associated with that
guardian name. Guardian fields are optional, but filling them in will make it
easier to search for foster children or children whose last names are different from
the parent.

Searching for a guardian is similar to searching for a participant, however there
are not as many ways to search for a guardian as there are for a participant. Only
the last, middle, or first name can be used for this type of search. The more
information that is entered into these fields, the more specific your search will be.

The starting point for this section is:
Client Processes = Enrollment & Intake => Applicant Prescreening
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= Open icon
1. Click on the “Guardian Search” tab.
% Client Processes - [ FamilyNet] I ==X
File Edit ‘Wiew Window Help
Y]
Client Search Guardian Search |
Mote: The % symbol acts az a multiple character wildcard
Last Name First Middle
f |
Guardian Name State ID Last First Middle DOB MName Type
&
Search I Mew Search | Aidd Hew Client | Returm i/ Client | Return /0 Client
Figure 3: “Guardian Search” Screen
2. Enter the name of the guardian you are searching for.

If only the first letter of the last name is entered into this field, all names
that begin with that letter will be retrieved from the database.

3. Click the “Search” button or press Enter.

. All guardians that match your search criteria will be displayed in
the results box, along with the state ID, the participant’s name, date

of birth, and name type.

. If there are no guardians that match your search criteria, a message
pops-up stating “Sorry, no clients were found that match your
query criteria.” Click the “OK” button to close the pop-up.

. Click the “New Search” button to clear the fields to begin another

search.

4. Return to the TWIST screen.
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From the Guardian Search, there are several ways to return to TWIST
from wherever you came from.

4.1 Select the appropriate name and click on the “Return
WI/Client” button.

This returns to TWIST with participant information.
42  Click the “Return W/O Client” button.

This returns to TWIST without participant information.
43  Click the “Close” icon.

This returns to TWIST without participant information.

= Practice Activity #1:

Use the information from your ® Activity Sheet for this practice. You will be
entering information to search for a participant.

Open “Client Processes.”

From the “Enrollment & Intake” menu select “Applicant Prescreening.”
Click on the “Open” icon.

Enter the first three letters of the last name into the “Last Name” field.
Enter the first three letters of the first name into the “First Name” field.
Enter the date of birth in the first “Range for Date of Birth” field.

Click on the “Search” button.

Scroll down until you select the appropriate participant.

Select the appropriate participant and click the “Return W/Client” button
to return to “Applicant Prescreening.”

WX N R WD =

Entering a New Participant

Before a new participant can be added to the database, a participant search using
the preferred search method must be completed. This helps prevent having
duplicate participants in the system. A new participant cannot be entered from a
guardian search.

The starting point for this section is:
Client Processes = Enrollment & Intake = Enrollment

1. Click the “Open” icon.
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2.

J NOTE: The recommended way to search for a participant is the first 3 letters of

The “Add New Client” button is not enabled.

Perform a search as described earlier.

the person’s last name, first name, and date of birth.

3.

Click the “Search” button or press Enter.

3.1 The “Add New Client” button is now enabled.

3.2 Review the results area to see if the participant is there.

33 If the participant is there, double click on the name to go to the

“Client Primary” screen.

3.4  Ifthe participant is not in the results area, move on to the next step.

Click the “Add New Client” button.

This displays the “Client Primary” screen.

‘—}‘ Client Processes - [Adding New Client]
File Edit Yiew indow Help

B+ — | H|é 2@z S

Client Primary |Previnus Addresses I Alias Names | Birth | Death | AP Enroll Status | Messages

August 24, 2015

[ Name
Local Id

Last Name First Name Middle Name Suffiz

|

=l create Alias Name [

Date of Birth Gender Addr /Phone Confidential

=

address

Addr Type Str# PreDir StrName Str Type PostDir Apt Zip + Four City St Roll/Pr¥ Lst Chg
-

| | - 09 | I S S S— [

May we contact you by mail? 'I

May we contact you by phone? 'I

| Telephone [ WIC AMSWR — —Guardian
Phone Type Area Phone Extn Phone Options | Yoice Text Last Name First Name
| =l I- I I = = m
Middle Name Type:
| =
Client E-mail: | | E-mail |
Race Spoken Lang |Enalish -
| Written Lang |English >
Alt Format =
rerican IndiangAlaskan Mative Ethnicit Medicaid #
sian - 55 & ~
lack or African American - &
akive Hawaiian/Pacific Island Deceased Tes No f
hite: Deceased Date

Figure 4: “Client Primary” Screen
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5. Complete the fields in the “Client Primary” screen.

5.1

52

53

54

5.5

5.6

5.7

5.8

“Local Id.” This is an agency-entered ID. This will mostly be
used in agencies that have their own automated system. This ID
can be used in addition to the State ID at the local level.

“Name.” If a person’s last name is hyphenated, the system will
automatically generate possible alias names associated with that
person due to the hyphenation.

Example: If the participant’s last name is Jones-Smith, the
system will generate Jones, Smith, and Smith-Jones as alias
names for this participant. Alias name is a search tool only and
the system will show the participant’s real name on all screens in
TWIST.

J NOTE: Do not include quotation marks when entering
names.

“Suffix.” The suffix field is a drop down list of name suffixes.

“Create Alias Name.” This box is checked to indicate the initial
name entered is now an alias. This field would not be used when
initially entering a participant into FamilyNet. More information
about this function will be in the Changes and Additions to Client
Demographics section.

“Date of Birth.” The date is entered numerically in
month/day/year format. All four digits of the year must be entered.

“Gender.” This is a drop down list to select the participant’s
gender.

“Addr/Phone Confidential.” Click on this box to indicate the
participant’s address and phone number are confidential. When
this box is checked, the address and telephone area headers
become bold and confidential requests are in parentheses when the
screen is saved.

“Address” Section.
. “Address Type” is a drop down list. If Homeless or

Unknown is selected from the list, none of the fields in this
row are mandatory.
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5.9

5.10

5 NOTE: if Homeless or Unknown is selected from the list, a mailing
address must be added on a separate row, because a mailing address is
required for the participant’s eWIC cardholder account. If a mailing
address is not documented on this screen, the participant could have
difficulty accessing their eWIC cardholder account and/or could be
prevented from purchasing their WIC benefits.

. “Street Number”

. “Pre Dir” is a drop down list for the street direction.

. “Street Name”

. “Street Type”

. “Post Dir”

. “Apt #”

. “Zip” For certain areas, when the zip code is entered, the

city and state will automatically fill in. When there is more
than one city connected to a zip code, after the zip code is
entered a list of cities displays. You can then select the
correct city.

. “City”

. “State”

J NOTE: The address information entered on the ‘Client Primary’
Screen automatically populates the address section for the First
Cardholder on the ‘Family Cardholder’ Screen.

“Roll/Prv.” This heading stands for Roll to Previous. This field
would not be used when initially entering a participant into
FamilyNet. You would use the “Roll/Prv” feature any time you
need to have a record of the previous address, since there will be
no other record if you simply make the address change. More
information about this function will be in the Changes and
Additions to Client Demographics section.

“Last Chg.” This is a place to find out who actually entered a
participant’s address change. When you double click on the Last
Change date, a “Display Address Modification” pop-up box
displays. The date the original address was created, who created it,
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5.11

5.12

5.13

5.14

the date the address was modified and who modified it is contained
in the box.

“May we contact you by mail?” This field is used to indicate
if the participant gives permission to be contacted by mail. The
options are “Yes” and “No.” If this question is answered “No,” the
participant’s address will not be printed on appointment letters,
postcards, or WIC reports that would normally display participant
address.

“May we contact you by phone?” This field is used to
indicate if the participant gives permission to be contacted by
phone. The options are “Yes” and “No.” If this question is
answered “No,” the participant’s phone number will not be printed
on WIC reports that normally display participant phone numbers,
and the Automated Notification System for WIC Reminders
(ANSWR) will not contact the participant with appointment
reminder voice calls. If “No” is selected, a text message will be
allowed.

“Telephone” Section.

. “Phone Type” is a drop down list to indicate the type of
phone.

. If “No Phone” is selected, the phone number is no longer
mandatory.

. To add more than one type of phone, click on the plus icon
while in this area.

. “Area”, “Prefix”, ‘Number”, and “Extension”

. “Phone Options.” This field is mandatory if a phone type

other than “No phone” or “Unknown” is selected. It
indicates whether the phone number can receive voice
calls, text messages, or both. Options are “Voice Only,”
“Text Only,” and “Both Voice & Text.”

“WIC ANSWR Voice and Text” section. This section contains
checkboxes to indicate which phone number(s) and methods of
contact the participant would like to receive appointment
reminders by ANSWR. A check in the checkbox indicates that the
client would like ANSWR to contact them by the selected method.
ANSWR may contact one voice number and/or one text number
and/or one email. A participant may be reminded by all three
methods, but by each method only once.

For each participant phone number given:
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If the “Phone Options” field is “Voice Only” then
the ANSWR “Voice” checkbox is enabled and may
be checked and the “Text” checkbox is disabled and
may not be checked.

If the “Phone Options” field is “Text Only” then the
“Text” checkbox is enabled and may be checked

and the “Voice” checkbox is disabled and may not
be checked.

If the “Phone Options” field is “Both Voice &
Text” then the “Voice” checkbox and the “Text”

checkbox are enabled and either or both may be
checked.

If the “Phone Options” field has “Voice Only” or
“Both Voice & Text” selected, the “Voice”
checkbox will be defaulted to checked. If there is
more than one “Voice Only” or “Both Voice &
Text” phone type, the default hierarchy will be as
follows: Cell Phone, Home, Cell Phone 2, Message,
Work.

Telephone W T ANSWER -
Phone Type Area Phone Extn Phone Options | Yoice Text
Cell Phone || 503 f1z3-4567 Bothwoice & = | | I [+
Haome x|l 503 Ess-1212 woiceonly | | [ [T

Figure 5: “WIC ANSWR Voice and Text” Checkboxes

5.15 “Client E-mail.” A field to collect participant’s email address. A
valid E-mail address must contain a “local part” (e.g. participant name), an
“@” symbol, and a “domain” (e.g. hotmail.com).

5.16 “ANSWR E-mail” checkbox: User may check this box if the
participant wants an e-mail notification from ANSWR. This checkbox is
disabled until an e-mail address is entered in the “Client Email” field and
the user tabs over or clicks “Save.”

Client E-mail: l:lientname@email.cu:um | E-mail [
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Figure 6: “Client E-mail” Field and “WIC ANSWR E-mail”

5.17

5.18

5.19

5.20

5.21

5.22

5.23

5.24

5.25

5.26

Checkbox

“Guardian” Section.

. The last, first and middle name of the participant’s guardian
can be entered.

. This section is only used for infants and children.

. “Type” is a drop down list to select the type of guardian.

“Race” is a federal reporting requirement. To select a race, click
on the appropriate race in the race list. More than one race can be
selected. To remove an assigned race, click on the highlighted race
in the race list.

“Ethnicity” is a federal reporting requirement. Use the drop
down list to select the participant’s ethnicity.

“Spoken Language” will default to English. You can use the
drop down list to select the participant’s preferred spoken
language.

“Written Language” will default to English. You can use the
drop down list to select the participant’s preferred written
language.

“Alt Format.” If the participant needs materials in an alternate
format, this drop down list can be used to identify the participant’s
preferred format. Only one format can be chosen. If “other” is
identified it should be explained in the “Messages”™ screen.

“Medicaid #.” The participant’s Medicaid number can be entered
here if applicable.

“SSN #.” The participant’s Social Security Number can be
entered here if known.

“Deceased” field will not be used for a new participant
enrollment.

“Deceased Date” field will be left blank unless the participant is
deceased.

6. Click on the “AP Enroll Status” tab.
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’—'}‘ Client Processes - [State ID: 2350674 Name: Angle, Honey DOB: 8/31/1975] I - IE Iil
File Edit Wiew Window Help

|8+ - H étBas &

Client Primary | Previous Addresses I Alias Names | Birth | Death AP Enroll Status | Messages |

Application Agency Clinic App. Client Id App. Status Effective Date Status Reason
faic Ppouglas cHD pz posssoioor  fcTv [Totjizrzons |
[immunization [enten CHD B 3 ["iojzzzo0z  factive
faric Parmey cHD bt posssoioor oty [“iojotjzonz |
S

Figure 7: “AP Enroll Status” Screen

The information on this tab, application enrollment, is display only. It will
show what other programs or applications the participant participates in
the FamilyNet system, the agency, clinic, and current status. The
information on this tab will be useful when participants transfer from one
agency to another.

7. Click on the “Messages” tab.

If you need to provide information about a participant that other staff
should know, it would be entered on this screen.

8. Click on the “Insert Record” icon and type a sample message.
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‘—'}‘ Client Processes - [Adding New Client] I o |ﬁ' |5|
File Edit Wwiew Window Help

B+ - B s 2@as 5

Client Primary | Previous Addresses | Alias Names | Birth | Death | AP Enroll Status gMessages

Message Created By User Id Created Date [01/23/2003
Message Urgent Status  Yes Activate Date [1/23/2003

Message Text

Message # 1 of 1

= I =5 %

Figure 8: “Messages” Screen

. After a message has been entered and saved, a lightening bolt
appears on the “Messages” tab to indicate there is a message.

. You must enter an activate date and an expiration date.

. The activate date defaults to the current date.

. If the message status is urgent, click yes.

. When the message status is urgent, the system immediately takes
you to the “Messages” tab.

. If you have more than one urgent message, you need to scroll

through them. The system will not automatically display more
than one urgent message.

9. Click on the “Save” icon.

10. Click on the “Close” icon to return to the “Client Search”
screen.

11. Return to the “Enroliment” screen by clicking the “Return
W/Client” button.
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- Practice Activity #2:

Use the information from your * Activity Sheet to enter a participant into the
data system.

XN R

—_— e — \O
N=or

13.
14.
15.

16.
17.

18.

19.
20.
21.

22.

23.

24.
25.
26.
27.
28.
29.
30.

Open “Client Processes.”

From the “Enrollment & Intake” menu select “Enrollment.”

Click on the “Open” icon.

Enter the first three letters of the last name into the “Last Name” field.
Enter the first three letters of the first name into the “First Name” field.
Enter the date of birth in the first “Range for Date of Birth” field.

Click the “Search” button.

Click the “Add New Client” button.

Enter the participant’s last name into the “Last Name” field.

Enter the participant’s first name into the “First Name” field.

Enter the participant’s date of birth into the “Date of Birth” field.
Select the participant’s gender from the drop down list in the “Gender”
field.

Enter the participant’s complete address information.

Enter the participant’s complete telephone information.

Indicate the participant’s ANSWR voice and text message appointment
reminder preferences.

Enter the participant’s email address.

Indicate the participant’s ANSWR email message appointment reminder
preference.

Enter the participant’s guardian’s name in the “Last Name” and “First
Name” fields.

Select the guardian type from the drop down list in the “Type:” field.
Select the participant’s race from the drop down list in the “Race” field.
Select the participant’s ethnicity from the drop down list in the “Ethnicity”
field.

Select the participant’s spoken language from the drop down list in the
“Spoken Lang” field.

Select the participant’s written language from the drop down list in the
“Written Lang” field.

Enter the participant’s Medicaid number in the “Medicaid #” field.
Enter the participant’s social security number in the “SSN” field.

Save.

Click the “Messages” tab.

Enter a message.

Save.

Click “Close.”
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Changes and Additions to Client Demographics

Changes and additions to participant demographics will be made in the “Client
Primary” screen. Generally, when changes are made to existing participant
information, the old information is not retained. The exception to this is participant
name and address changes.

The starting point for this section is:
Client Processes = Enrollment & Intake = Enrollment

1. Click the “Open” icon.
2. Perform a search as described earlier.
3. Click the “Search” button.

4, Double click on the appropriate person to go to the “Client
Primary” screen.

5. Change the participant’s first name.

6. Click on the “Create Alias Name” box to now make the initial
name entered an alias.

Example: If the participant’s initial first name entered into the database is Robert
and he goes by Bobby, you would click on the “Create Alias Name” box to make
Robert an alias name and enter Bobby as the real name. Robert becomes an
additional way to search for the participant in the database.

J NOTE: To change a participant’s name without creating an alias, do not check
the “Create Alias Name” box.

7. Change the participant’s date of birth.

When a participant’s date of birth has been changed, their date of birth will now
appear in bold on the Client Search results, Intake Screen, Family Summary
Screen, and all certification tabs.

J NOTE: Double-click on a bolded date of birth to see the “DOB Change
History” pop-up window. This window will display the previous date of birth, the
new date of birth, the date and time the date of birth was changed, and the name
of the user who made the change.
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Client Primary |Previuus Addresses | Alias Names | Birth | Death | AP Enroll Status | Messages |

—Mame
Local Idl

Last Mame First Mame Middle Mame Suffix

andbox Japril [Twins 1 | Il Create Alias Mare
Date of Birth Gender Addr/Phone Confidential

107,/05/2011 ¥ DOB Change History x|
Address

Addr Type 5tr

|"":'”‘E = % old DOB New DOB Changed Date & Time Changed By User
07(04/2011 07052011 08/11/2011 @ 1:58 pm Linh Diep

DOB Change History Roll/F

-

May we contac
May we contac
~ Telephone

Phone Type

ICeII Phone vi I

First N

-
-
=

1

Client E-mail: E

Race
Irl.ﬁ.merican Indiant

| Clase I

Figure 9: “DOB Change History” Pop-up

8. Change the participant’s address.

For families with more than one person on WIC, when a telephone change
is made for one family member, TWIST will automatically make the same
change for the remaining family members.

9. Click on the “Roll/Prv” box.

If you are updating a participant’s address change information and you
want to retain the participant’s previous address, you would click this box
in order to save it. If you just type over the address, the previous address
will not be saved. Only one previous address can be kept for each home,
work, and mail address. You would use the “Roll/Prv” feature any time
you need to have a record of the previous address, since there will be no
other record if you simply make the address change.

10. Click anywhere in the telephone section.
11. Click the insert icon to add another phone type and number.

J NOTE: For families with more than one person on WIC, when a telephone
change is made for one family member, TWIST will automatically make the
same change for the remaining family members. This includes changes to the
WIC ANSWR reminder message preferences.
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J/ NOTE: When three or more phone numbers are entered, a scroll bar will
appear to the right of the WIC ANSWR Voice and Text columns.

12.

13.

14.

15.

16.

17.

Telephone  WIC ANSWR —
Phone Type Area Phone Extn Phone Options | ¥Yoice Tex
Horne || 503 Bss-1212 voice Orly =] | [T T

CellPhone = || 503 fiz3-4567 Both Yoice & ;|| [
|

Figure 9: “Telephone” Section Scroll Bar
Click Save.
Click on the “Previous Addresses” tab.

This is display only and is linked back to the address fields on the “Client
Primary” screen.

Click on the “Alias Names” tab.

This is where alias names for a participant are entered, deleted, and
viewed. Use the “Insert Record” icon to add additional rows to enter alias
names. Use the “Remove Record” icon to remove rows of alias names.

Click on the “Birth” tab.

In a later phase of development, this tab will be used to downlink information
from vital statistics. At this time, only the mother’s maiden name would be
entered. This information will be used primarily by Immunizations.

Click on the “Death” tab.

This is another link to Vital Statistics. In a later phase of development, it
will be functioning.

Exit.
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X Tips and Shortcuts:

An alias name is a search tool only and the system will show the
participant’s real name on all TWIST screens.

When only one date of birth field is completed in the “Range for Date of
Birth” fields, the system will automatically fill in the other date of birth
field with the same date.

When you are searching for a participant from “Applicant Prescreen” and
they have already been enrolled in WIC, a message will pop-up stating,
“The Client selected already has enrollment information.” Do you wish to
go to the Enrollment Screen?” Click yes to close the message pop-up and
return with the participant to “Enrollment.” Click no to close the pop-up
and return to “Applicant Prescreen” without the participant.

If you enter different spoken languages for different family members, the
auto scheduler may have difficulty scheduling appointments together for
that family.

When a duplicate record is entered into the WIC application, type
“Duplicate” in the first name field after the person’s first name, e.g. John
Duplicate. Never touch a duplicate record from another program area.
Call Application Support for assistance with duplicate records.

= Practice Activity #3:

Use the information from your * Activity Sheet to change participant
demographic information in TWIST.

XN R =

—t e e e ek e ek e = \O
NN = O

Open “Client Processes.”

From the “Enrollment & Intake” menu select “Enrollment.”

Click on the “Open” icon.

Enter the first three letters of the last name into the “Last Name” field.
Enter the first three letters of the first name into the “First Name” field.
Enter the date of birth into the first “Range for Date of Birth” field.
Click the “Search” button.

Double click on the appropriate participant.

Change the participant’s first name.

Click the “Create Alias Name” box.

Change the participant’s address.

Click the “Roll/Prv’’ box.

Click anywhere in the telephone section.

Click the insert icon to add another phone type and number.

Save.

Enter an additional phone type, number and phone option.

Check the appropriate boxes in the ANSWR section.

Change the participant’s email address.
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19. Do a screen print of the “Previous Addresses” and “Alias Names” screens.

v” Skill Check

Use the information from your * Activity Sheet for this Skill Check.

You will be adding a new participant’s demographic information into TWIST.
Remember to search for the participant first.

Do a screen print of the “Client Primary” screen after the information has been
entered.

& Notes:
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Chapter 3: Client Processes

Section 1: Intake

Lesson: Applicant Prescreening

Objectives:

Upon completion of this lesson the user will be able to:

. prescreen and enter a participant;

. determine if a potential participant is eligible and follow the appropriate
process;

o differentiate between a Prescreening and an Enrollment transaction;

o complete the Income screen;

. complete the Intake screen;

. complete a wait list transaction; and

. issue and change WIC ID number.

Oregon Policies:

¢ 485  WIC Family ID Number and ID Card

¢ 540  Proxy System

¢ 605  Processing Standards

¢ 617  Income Eligibility: Determination of Income Eligibility

Overview:

The first step in the WIC process is screening potential participants for eligibility.
In TWIST you can do this by entering or updating preliminary information on the
potential participant in the Applicant Prescreening window and the Client Primary
database. The Applicant Prescreening window is particularly useful when you just
want to determine the income eligibility of a potential participant who is on the
phone or is a walk-in. If the potential participant is income eligible, you would
also use this window to either set up an appointment or put the person on a wait
list.

In this lesson you will learn how to screen for eligibility by collecting income
information, select the applicant’s possible clinic and category, generate a
temporary WIC ID number, wait-list an applicant, and record any notes. Using the
Client Primary screens is covered in a separate lesson.
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Instruction:

Income Eligibility

The starting point for this lesson is:
Client Processes = Enrollment & Intake = Applicant Prescreening

This window is divided into two sections.

Selection i
WIC ID: I0946454-01  Name: [Income, Child 7 DOB: [15{05{2007  WIC Cat.: [CHILD, 24-60 MONTHS OLD Tr.Type: [P

Income Eligibility |W’IEIntake | wichates |

{Income Eligibility |

Calculate Income For: IFAMILY 'l Proof of ID: |BIRTH CERTIFICATE j Proof of Residency: |BP.NK STATEMENT/BANEK CHEC;|
Io In Family: I 3 Unborn Counted: I 0 Iew Income Date: |11,|’D4,|’2DID
Participates In
IV SHAP: I\"ES vl Oregon Health Plan: I vl TANF: INO vl ‘
I Income Provider I Interval I Amount I Source I Proof of Income Manthly Annual

A JMONTHLY ~f  1,000.00 fwaGES [Py sTUB ~|| 000,00  12,000.00

Totals: 1,000,00 12,000,00
LClear Screen | Averaging

Figure 1: “Applicant Prescreening” Window

o The top part of the window is titled “Selection.” This section is blank
until a client is selected from Client Primary.

. Income information may be entered without selecting a participant. To
save information a participant must be selected.

o The lower section contains 3 tabs - “Income Eligibility,” “WIC Intake”

and “WIC Notes.”

1. Tab to the “Calculate Income For” field and choose “Client” or
“Family” from the drop down list.

This field defaults to “Family.” You would choose “Client” to calculate
income for a foster child. Otherwise the income calculation will be applied
to all WIC participants who share the same family 1D number.

J NOTE: Proof of ID and Proof of Residency are in this screen, but this
documentation is neither collected nor required until Enrollment.
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2. Tab to the “No. in Family” field and enter the number of
household members.

Example: If the applicant is a woman who is pregnant with twins and has no
other family members in her household, you would enter this value as *“1.”

3. Tab to the “Unborn Counted” field and enter the number of
babies being carried by a pregnant woman.

Example: Following the example above you would enter this value as “2” for
the pregnant woman’s twins.

J NOTE: TWIST adds the “No. in Family” and “Unborn Counted” to
calculate total number in family when determining income.

4, Tab to the “New Income Date” field.
The system automatically defaults to today’s date.

5. Tab to the “SNAP” field and select yes or no from the drop
down list.

6. Tab to the “Oregon Health Plan” field and select yes or no
from the drop down list.

7. Tab to the “TANF” field and select yes or no from the drop
down list.

/4 NOTE: Selecting “Yes” for “SNAP,” “Oregon Health Plan,” or “TANF”,
indicates the participant reports participating in one of those programs. They may
be adjunctively eligible.

J NOTE: All mandatory fields must be completed before moving on to the
“WIC Intake” tab.

8. Tab to the “Income Provider” field and enter the name of the
income provider.

This refers to the name of the family member who provides the income
amount to be entered.

9. Tab to the “Interval” field and select the income interval from
the drop down list.

o This refers to how often the family receives the income amount to
be entered.
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. If “Annually” is selected as the income interval TWIST calculates
the income amount as one payment per year.

“Every 2 Months” calculates as 6 payments in one year .
“Every 2 Weeks” calculates as 26 payments in one year.
“Daily” calculates as 210 payments in one year.

“Hourly” calculates for a 40-hour work week.

“Monthly” calculates as twelve payments in one year.
“Quarterly” calculates as four payments in one year.
“Twice a month” calculates as 24 payments in one year.
“Twice a week” calculates as 104 payments in one year.
“Twice a year” calculates as two payments in one year.
“Weekly” calculates as 52 payments in one year.

If the client does not match one of these intervals calculate the
interval most consistent with the participant’s work schedule.

Example: If a participant works part-time (i.e. 20 hours per week) you would
calculate her income based on a “Weekly” income interval.

10. Tab to the “Amount” field and enter the amount of income the
client receives for this interval.

o TWIST determines income eligibility automatically once the
amount for an income interval is entered.
. If the amount of income entered exceeds the guidelines, a message

is displayed stating, “The Client is not Income Eligible. Do you
want to print an Ineligibility Notice?”
. Select “No” to close the pop-up without printing the notice.

/4 NOTE: Selecting “Yes” will produce a notice even if you have not saved the
participant’s information. Refer to Termination/Eligibility lesson for printing
WIC ineligibility letters.

. If the participant is over-income and pregnant go back to the
“Unborn Counted” field and and make sure you have entered
the number of babies she is carrying.

o If the participant is income eligible, nothing will appear and you
may continue.

11. Tab to the “Source” field and select the source of the income
from the drop down list.

This refers to the type of income entered.

J3 NOTE: Proof of Income is collected at Enrollment.
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12.

Press “Tab” to create another line to enter additional income.

. TWIST will automatically calculate the monthly and annual salary

amounts based upon the information you entered for each line.
. Cumulative totals are also calculated for all lines and displayed in
the “Totals” fields.

= Practice Activity #1:

You will be screening a participant on the phone for income eligibility.

©CoNoA~WNE

From the “Client Processes” module, click on “Enrollment and Intake.”
Click on “Applicant Prescreening.”

Select Family for the “Calculate Income For” field.

Enter information for “Proof of ID” and “Proof of Residence.”

Enter the “No. in Family.”

Enter “Unborn Counted.”

In the “New Income Date” field, leave the default as today’s date.
Enter information for the “Food Stamps,” “OHP,” and “TANF” fields.
Enter the “Income Provider” name.

Select the income “Interval” from the drop down list.

Enter the “Amount” of income received for this interval.

Enter the “Source” of income from the drop down list.

Select the “Proof of Income” from the drop down list.

Income Averaging

The starting point for this lesson is:

Client Processes = Enrollment & Intake => Applicant Prescreening

Some participants do not receive the same amount of income at each pay period.
TWIST will assist you in calculating the average income for these individuals.

1.

Click the “Averaging” button in the lower right hand corner.
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‘—':-‘ Client Processes - [CPO105 - Applicant Prescreening]
File Edit “Window Help

[+ - sEH 0% t @S| 2
—| Selection I
WIC ID: Name: | DOB: J0/00/0000 WIC Cat.: | Tr.Type:[
Income Eligibility I\.\.f|c Intake | W Motes | CP0205 - Income Averaging
Income Averaging
Income Eligibility Ii
4 | I Income Amaunts I .
Calculate Income For: [FAMILY ﬂ Proof of | _I 0 Proof of Residency: | |L|
Mo In Family: I Unborn Counte Mew Income Date: Fl,l'24,f2003
Food Stamps: :B Oregon Health Pl: TANF: :E
I Income Provider I Interval [}S Proof of Income IMonthly Annual
i 3| =
Totals: 0.00 0.00
Total: | a
Average: I
Insert | Remove |
ol I Cancel |
Clear Screen | fAveraging
| Ready | January 24, 2003 04:11:22 PM | Maria Menar | 'wIC State Agency

ES SelectMo...l RWordPerfe...l @Group\:\u"is...l & Client P__. ||@<B§E N n® 411 FM
Figure 2: “Income Averaging” Pop-Up

vt | Pl 2B w0 || R o
16:51;23]_31\1 24_Jan_2003"'0velldell...

2. Click in the “Interval” field and select the appropriate pay
period interval.

/4 NOTE: You can average income amounts for only one pay period interval;
I.e., you cannot average a monthly income amount with a weekly income amount.

3. Place the cursor in the “Income Amounts” field and enter the
first income amount.

4. Tab to create a second blank row and enter the second income
amount.

. You may continue to create additional rows to accommaodate all
amounts.
. The “Insert” button may also be used to create additional rows.

5. Click the Remove button to delete a row.

A message is displayed asking “Are you sure you wish to remove this
row?” Select “Yes” to remove the row or “No” to cancel the request.
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J NOTE: TWIST calculates the Total and Average amounts as income is
entered or removed. It will display the total once you click “OK” or tab off the

field.

6.

7.

Click “OK” to close the “Income Averaging” pop-up.

The “Interval” and “Amount” are inserted into a new line of income
information.

Complete the “Source” and “Proof of Income” fields.

J NOTE: The “Clear Screen” button in the lower right hand corner will
remove all information on the screen.

J NOTE: Income information may not be saved until a participant has been
selected.

= Practice Activity #2:

Use the information for the participant from your < Activity Sheet for this
practice. You will be screening a participant on the phone for income eligibility.

CoNo~wWNE

From the “Client Processes” module, click on “Enrollment and Intake.”
Click on “Applicant Prescreening.”

Select Family for the “Calculate Income For” field.

Enter information for “Proof of ID” and “Proof of Residence.”
Enter the “No. in Family.”

Enter “Unborn Counted.”

In the “New Income Date” field, leave the default as today’s date.
Enter information for the “Food Stamps,” “OHP,” and “TANF” fields.
Click on the “Averaging” button.

Select the “Interval” from the drop down list.

Enter the “Income Amounts” for the first paycheck.

Tab to generate a new row.

Enter the “Income Amounts” for the second paycheck.

Press the “Insert” button to generate a new row.

Enter the “Income Amounts” for the third paycheck.

Tab to generate a new row.

Click “Remove” to remove the blank row created.

Click “OK” to close the “Income Averaging” pop-up.

Enter the “Income Provider.”

Enter the “Source” of income from the drop down list.

Select the “Proof of Income” from the drop down list.
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WIC Intake

The starting point for this lesson is:
Client Processes = Enrollment & Intake => Applicant Prescreening

Once preliminary income eligibility has been determined in the “Income
Eligibility” tab you must select the applicant you wish to prescreen before
proceeding to the “WIC Intake” tab. This is done using Client Primary.

1. Retrieve the participant whom you want to prescreen.

The participant information is displayed in the “Selection”
section of the window.

J NOTE: Please refer to the “Client Search and Client Demographics” lesson
for instruction on searching, selecting and entering a participant.

2. Click the “WIC Intake” tab.

% Client Processes - [CP010S - Applicant Prescreening]

Eile Edit WWindow  Help

[B]+ - H|0®F | s a5

| Selection

WIC ID: | Name: |

DOB: 0/o0/0000 WIC Cat.: [ Tr.Type:[

Income Elghiity W Intake |4wiC Notes |

r[WIC Intake |

Other Family Members on WIC 7 [SNIG_G—GE._~

Clinic:

WIC Cateqory:

Temporary WIC ID:

Ll

Expected Delivery Date: J10/00/0000

Are You a Migrant? (o« I
Contact Type: [ Phone € walkIn

QeneraleWIEIDl Search for Family. Membelsl Pt On ' ait List

Figure 3: “WIC Intake” Screen

Lreate Appt. /Request

Select “Yes” from the drop down list in “Other Family
Members on WIC?” field.

Selecting “Yes” allows family WIC ID numbers to be linked.
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. See the d NOTE after step 8 if “N0” is selected for “Other
Family Members on WIC?”

4, Tab to the “Clinic” field and select the appropriate clinic from
the drop down list.

The “Search for Family Members” button at the bottom of the screen
is enabled.

5. Click the “Search for Family Members” button.

‘—':-‘ Client Processes - [CPO105 - Applicant Prescreening State 1D:2352082 Mame:Vida, Yictona. A. DOB:11/01/1975]
File Edit “Window Help

B+ - c@|[<0%F | %@ s P
| Selection |
WIC ID: | Name: fvida, Victoria, &, DOB: [11/01/1975  WIC Cat.:| Tr.Type:IP_

CPO155 - Family Member Search

—| Search Criteria I

Last Mame: |‘u'ida First Mame: | Agency: ﬂ
Family ID: | WIC ID: sam: | - - Date of Birth: [0f00/0000

{ Search Result I

Last Mame Middle Mame Date OfF Birth

107112000

First Mame

| v

00753059-01 10/13/2000
— 0753046-01 ida ‘eronica 10/09/2000 aurus
— 0753050-01 ida ‘eronica 10/10/2000 aurus
— 0753056-01 ida ‘eronica 10/12}2000 aurus
— 0753062-01 ida ‘eronica 10/14/2000 aurus
— 0753019-01 ida ‘eronica pS 10/01/2000 aurus  —
— 0753026-01 ida ‘eronica 10/02}2000 aurus
— 0753028-01 ida ‘eronica 10/03/2000 aurus
: 0753033-01 ida ‘eronica 10/04}2000 aurus =
I« | b
Iew Search I Retrieve | (] | Cancel I
|Ready | January 27, 2003 12:47.09 PM | Maria Menar | Ford

Edsele... |

el lra 28 % || o | Beou | 0P| @10 | K wod | | R N A= 1247 P
Figure 4: “Family Member Search” Pop-Up

B Clie. .

6. Enter the search criteria.
o One or more fields may be completed.
o The search is narrowed as more fields are completed.
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Click the “Retrieve” button to display all possible matches in
the Results section.

Select the appropriate match and click “OK” to close the pop-
up.

8.1 Clicking “Cancel” will close the pop-up and the
“Temporary WIC ID” field will not be populated.

8.2 Clicking the “New Search” button will clear the screen and
allow you to enter new search criteria information.

8.3 If previous income information existed, a message is displayed,
“Do you wish to keep existing data?” If “Yes” is selected, the
income information you entered will be saved and replace the
old income for the entire family.

8.4 If a family member was selected, the “Temporary WIC ID”
number field is populated once the pop-up is closed.

. The “Temporary WIC ID” system-generated number is a WIC-
only identifier that TWIST assigns to each applicant.

. If a family member was selected the “Temporary WIC ID”
number will correspond with the applicant’s family ID.
. Once an applicant is actually enrolled TWIST removes the “T”

from the front of the “Temporary WIC ID” number, which then
becomes the participant’s WIC 1D number.

J NOTE: If “No” was selected for “Other Family Members on WIC?” the
“Generate WIC ID” button is enabled, and clicking the “Generate WIC ID”
button will populate the “Temporary WIC ID” field.

9.

10.

Tab to the “WIC Category” field and select the appropriate
category for this participant from the drop down list.

. If the participant is a pregnant woman, tab to the “Expected
Date of Delivery” field and enter the appropriate date.
. This field is grayed out for all other categories.

Tab to the “Are you a migrant?” field.

. The default answer is “No”. Change the answer to “Yes” if the
potential participant is a migrant.
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11. Tab to the “Contact type” radio buttons.

. The default selection is “Phone”, assuming that most potential
participants are calling for an appointment. If the participant is
physically in your office, select “Walk in.”

12. Save.

o The selection section of the screen on the top part of the screen is
populated.

. This enables the “Put on Wait List” and “Create
Appt/Request” buttons.

. Creating an appointment request will be covered in a future lesson.

= Practice Activity #3:

The starting point for this lesson is:
Client Processes = Enrollment & Intake => Applicant Prescreening

Select Family for the “Calculate Income For” field.

Enter information for “Proof of ID” and “Proof of Residence.”

Enter the “No. in Family.”

Enter “Unborn Counted.”

In the “New Income Date” field, leave the default as today’s date.

Enter information for the “Food Stamps,” “OHP,” and “TANF” fields.

Click the “Open” icon to access “Client Search.”

Search for the client you are prescreening.

If the participant is not found, enter the participant’s demographic

information on the “Client Primary” screen.

10. Save the information.

11.  Click the “Return with Client” button.

12. Click the “WIC Intake” tab.

13.  Select Yes for the “Other Family Members on WIC?”

14, Select the appropriate “Clinic” from the drop down list.

15.  Click the “Search for Family Members” button.

16. Enter the participant information and click the “Retrieve” button.

17.  Select the appropriate match and click “OK” to close the pop-up.

18.  Select the “WIC Category” from the drop down list.

19. Enter the EDD, if applicable.

20. Click the “Generate WIC ID” button to create a temporary WIC ID
number.

21.  Save this information.

CoNo~WNE
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Wait Listing an Applicant

Applicants may be put on a wait list if no appointments are available, or you may
create an appointment request (appointment requests will be handled in another
lesson).

1. Click the “Put on Wait List” button.

‘—':-‘ Client Processes - [CPO105 - Applicant Prescreening State 1D:2352082 Mame:Vida, Yictona. A. DOB:11/01/1975]
File Edit “Window Help

[+ - z@|[0% | % @S| P

—| Selection I

WIC ID: [T00753019-02  Name: fvids, Victoria, A, DOB: [11/01{1575  WIC Cab.: WOMAN, PREGNANT Tr.Type:[P

Income Eligibility WIC Intake | WIC Motes |

[ WIC Intake |
Other Family Members on WIC 7 |\"ES AS2605 - Put On Wait List
Clinic: |TaurL
WIC Cateqory: |WOM ut On Wait List I—
Temporary WIC ID: I 0a7e e T niar I:E

Expected Delivery Date: 58,1’25 % Wait Lisk : m

Appointment Type For On-Call Only: | |L|
Ok I Cancel |

Generate Wi I | Seatch for Family Members | Put On Wait List | Create Appt./Request I

| Ready | January 27, 2003 12:54:21 PM | Maria Menar | Ford
el e a6 1] @igy. | Qo | (oo P | R wod | | RWE N M=) 1254 Pu
Figure 5: “Put on Wait List” Pop-Up

Esele.. |

B Clie. .

2. Select either “None,” “Migrant” or “Transfer” from the drop
down list in the “Migrant/Transfer” field.

3. Tab to the “Wait List” field and select either the “Appointment
Needed Wait List” or the “Priority Ineligible Wait List.”

4. If the “Appointment Needed Wait List” is selected, you must
select the Appointment Type from the drop down list.

5. Click “OK” to close the pop-up and add the applicant to the
Wait List.

. Click “Cancel” to close the pop-up without adding the applicant
to the Wait List.
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/4 NOTE: You can place an applicant on a Wait List or create an appointment
request, not both.

= Practice Activity #4:

The starting point for this lesson is:
Client Processes = Enrollment & Intake => Applicant Prescreening

Click on the “WIC Intake” tab.

Click the “Put on Wait List” button.

Select the appropriate response for the “Migrant/Transfer” field.
Select the appropriate wait list in the “Wait List” field.

Click “OK” to close the pop-up.

arODE

WIC Notes

The starting point for this lesson is:
Client Processes = Enrollment & Intake = Applicant Prescreening =
WIC Intake

1. Click on the “WIC Notes” tab.

—|5election I
WIC ID: | Name: DOB: 10/00/0000  WIC Cat.: Tr.Type:|_
Inzome Eligibility | WIC Intake  WIC Notes
[Notes |
| Date I Mokes I Author
L'nmﬁzmn | |<mcgee
—wIC Notes |
=]
=
Reminder]
u]: I Cancel |
Figure 6: “WIC Notes” Screen
. The cursor will be in the “Date” field.

. This field defaults to today’s date but may be changed.
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4.

Double click in the “Notes” field to display the “WIC Notes”
pop-up.

Enter the information you want included in the note.

) The note is entered in free-form text.

. Once a progress note has been entered, the screen is flagged with a
“blue note” as a visual reminder to the user.

. The screen also has a confidentiality feature that hides the text of
the note until accessed if the information is marked “sensitive.”

o To mark a note as sensitive, click the “Reminder” box in the
lower right hand corner.

) When a sensitive note has been recorded, the blue note turns red

and the user must double click on the field to review the note.

Save.

= Practice Activity #5:

The starting point for this lesson is:

SourwdE

Client Processes = Enrollment & Intake => Applicant Prescreening

Click on the “WIC Notes” tab.

Double click in the “Notes” field. The “Notes” pop-up is open.
Enter a short free form note.

Click the “Reminder” box.

Click “OK?” to close the pop-up.

Save this information.

X Tips and Shortcuts:

Information may be saved at any time after a participant has been selected
by using the “Save” icon on the toolbar.

Once a WIC ID has been generated, information is saved automatically
when you move from tab to tab.

You will be prompted to save information before you leave a window if
changes have not been saved manually or automatically.

You will NOT be prompted to save information if you use the “Clear
Screen” button and information has not been saved manually or
automatically.

You do not need to use the “Applicant Prescreening” process if you
are going to enroll the participant immediately. Participants can be
enrolled without using the “Applicant Prescreening” window.
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o The “Are you a migrant?” and “Contact type” fields will help you
determine the appropriate appointment to give to the participant based on
processing standards. See Policy 605.

v”Skill Check:

Use the information for the client in the Skill Check section of your = Activity
Sheet for this practice.

A participant calls on the phone to see if she qualifies for WIC. Complete her
presceening. You will not need to schedule an appointment for her at this point in

the training.

& Notes:

Ch 3, 100.15
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Chapter 3: Client Processes
Section 1: Intake
Lesson: Producing a WIC ID Card

Objectives:

Upon completion of this lesson the user will be able to:
. produce and issue a WIC ID card.

Oregon Policies:

¢ 485  WIC Family Number and ID Card
¢ 540  Proxy System

Overview:

Producing and issuing a WIC ID card is a simple task and can be performed any
time during a certification period after a WIC ID number has been generated.

Instruction:

Producing a WIC ID Card

The starting point for this lesson is:
Client Processes

1. Select “Output” from the menu bar.

2. Select “Documents” and then select “WIC ID Card” from the
drop down menu.

The “WIC ID Card” screen is displayed.
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‘—':-‘ Client Processes - [CPO40R - WIC ID Card]

File Edit “iew ‘“indow Help

BEREIEECEIREEEE
—‘Selection i
Fannily I Participant 1D
WIC ID: I = I
|Ready | February 05, 2003 04:1310PM [ Maria Menor |Ford
]jEE‘?i‘B‘:"]_Ilj_lP;iMD%d—Fglg—léDEIBMDVE""“| ¥ Group... | KWordP...l ‘waming | EfSelec. . [ Client P... ||<EJQN g TP R 419PM

Fig

ure 1: “WIC ID Card” Screen

3. Enter the Family ID number in the “Family ID” field.

TWIST will allow a Family ID number of up to eight digits in this field.

4. Tab to the “Participant ID” field and enter the two digit
participant ID number.

J NOTE: If you don’t have the client’s WIC ID handy you can also search
“Client Primary” for information previously entered on the client and return to
the “WIC ID Card” screen with the desired client.

5. Click the “Print” icon.

6. Exit.

< Tips and Shortcuts:

. Once you complete a certification you can fast path from the “Food
Package” tab in Certification to the “WIC ID Card” screen.
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- Practice Activities:

Starting from the “Client Processes” module, complete the following steps using
your < Activity Sheet.

Click on “Output” on the menu bar.

Select “Documents.”

Select “WIC ID Card.”

Enter your Family ID number.

Tab to the “Participant ID” field and enter your client ID.
Click the “Print” icon.

Exit.

NogakowdnpE

v"Skill Check:

Use your @ Activity Sheet to print another ID card.

Turn in both 1D cards (from the Practice Activity and Skill Check) to the
instructor.

& Notes:
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Chapter 3: Client Processes
Section 1: Intake

Lesson: Enrollment
Objectives:

Upon completion of this lesson the user will be able to:

select the appropriate transaction types;

complete the “Intake” function;

identify and correctly fill in the “For Women Only” section;

utilize the referrals button;

document income information to meet voucher printing requirements; and
change previously entered data.

Oregon Policies:

¢ 480 Voter Registration (Motor Voter)

4 590 Program Integrity: Participant Abuse

¢ 610 Required Proofs — Identity, Residency, Income

¢ 611 Income Eligibility: Determining Income Eligibility

¢ 612 Income Eligibility: Adjunct or Automatic Income Eligibility
4 613 Income Eligibility: What Counts as Income

¢ 614 Income Eligibility: Current Income Guidelines

4 615 Income Eligibility: Change in Income

¢ 616 Unavailable Proofs

4 635 Participant Notification: Eligibility and Rights & Responsibilities
¢ 640 Documentation Requirements for Certification in TWIST

4 655 Homeless Applicants

¢ 657 Migrant Workers: Definition

Overview:

This lesson covers how you will use TWIST to gather the information you need to
check in a participant. You will learn how to enter or update the “Income
Eligibility” and “WIC Intake” screens. In addition you will learn how these initial
screens are the foundation for the certification process.

In Chapter 3, Lesson 100 Applicant Prescreening we reviewed the process for
entering preliminary information on potential participants and creating a
temporary WIC ID in order to create an appointment. In this lesson we will
review what happens when a potential participant actually comes in for an
appointment. At this point, the user will gather information from the applicant
such as proof of residence, proof of income, referral information, etc.
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Applicants do not have to be prescreened prior to the completion of “Enrollment.”
However, any information entered in the “Applicant Prescreening” screen will be
displayed in the “Enrollment” screen and may be modified. Additional
information is also entered at this time to begin the certification process.

Instruction:

Updating or Entering Income Eligibility

As with “Applicant Prescreening” the “Enrollment” window is divided into two
sections. The top part of the window is titled “Selection,” which is blank until you
select a participant to enroll. If the participant has been prescreened the
participant’s system-generated WIC ID will display. The “T” in the WIC ID will
go away once the enrollment process for the participant is completed. The lower
part of the “Enrollment” window is divided into three tabs and we will start with
the first tab, “Income Eligibility.”

/4 NOTE: If the participant was prescreened, many fields will show information
gathered during prescreening. You will only need to verify that the information is
still current.

The starting point for this section is:
Client Processes = Enrollment and Intake = Enrollment

1. Search “Client Primary” for information previously entered on
the participant and return to the “Enrollment” screen with the
desired participant (if found).

%% Client Processes - [CP060S - Enrollment]
File  Edit ‘#indow Hslp

|B + - 2H|0F s @I

Selection ]
wIC ID: | Name: | DOB: 00/00/0000 WIC Cat.: Tr.Type:I_

Income Eligibility |WIE\ntake | |

{Income Eligibility |

J
Calculste Income For: [ERIGE -I Proof of ID: -|  Proof of Residency: I -
Mo In Farnily: Unbarn Counted: o Mew Income Date: |1 1jo1j2010

I—participatas

SMAP: ~| Cregon Health Plan: ~|  TANF: -] ‘EIig\bihtyPending:l_ Eligitility Pending Date:
| Incame Provider | Interval | Armounk | Source I Proof of Income | TMonthly | Annual |

i I = oo =l

Totals: 0.00 0.00

Clear Screen | Aweraging |

Immurnizations Dus | Assian B Groug | Aesign Peer Caunsslar | Client Disgualification | LChange Transaction T¥pe | D etermine Eligibility: |

Figure 1: “Income Eligibility” Screen
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“Income Eligibility” Fields
2. Select “Family” or “Client” for “Calculate Income for”.

J NOTE: “Client” is only selected for foster children in state custody. They are
considered a household of one. For all other situations use the default of “Family”
when determining income.

. Changing from “Client” to “Family” will generate a system
warning that all previous income information entered will be lost
when existing family income is retrieved.

3. On the “No. in Family” field, enter the number of family
members.
4. On the “Unborn Counted” field, enter the number of babies

being carried by a pregnant woman.

J NOTE: TWIST adds the “No. in Family” and “Unborn Counted” to
calculate total number in family when determining income.

5. On the “Proof of Residency” field, select the type of proof
provided.

6. On the “Proof of ID” field, select the type of proof provided.

J NOTE: The “New Income Date” field is system-generated and
automatically defaults to today’s date. Whenever changes are made to the screen
the system will automatically update this field.

7. On the “SNAP” field, select yes or no from the drop down list.

8. On the “Oregon Health Plan” field, select yes or no from the
drop down list.

9. On the “TANF” field, select yes or no from the drop down list.

/4 NOTE: Selecting “Yes” for “SNAP,” “Oregon Health Plan,” or “TANF”,
indicates the participant reports participating in one of those programs. They may
be adjunctively eligible.

10. Check the “Elig Pending” check box if the participant did not
bring proof of ID, residency or income.
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11.

12.

13.

14.

15.

16.

o If the “Elig Pending” box is checked, the participant will receive
only one month of Fls, and the “Elig Pending Date” will be
automatically populated with the current date.

. If the required proof is not documented within 30 days and the
check mark is not removed from the “Elig Pending” box TWIST
will automatically terminate the participant.

. If the terminated participant returns later with acceptable proof the
participant may be re-activated for the certification period
beginning the month the Fls were initially provided.

On the “Income Provider” field, identify who in the family
provides this income.

On the “Interval” field, select the income interval from the drop
down list.

On the “Amount” field, enter the amount of income the
participant receives for this interval.

. TWIST determines income eligibility automatically once the
“Amount” field is complete.
o If the amount of income entered exceeds the guidelines, a message

is displayed stating, “The client is not Income Eligible. Do you
want to print an Ineligibility Notice?”

. You may select “Yes” to print the notice and close the pop-up or
“No” to close the pop-up without printing the notice.
. If the amount of income entered exceeds most annual incomes, a

message is displayed stating ““$xxx,xxx is an unusually high
amount of annual income for any income source. Please verify the
amount and interval for row #.”

. If the participant is income eligible, nothing will appear and you
may continue.

On the “Source” field, select the source of the income from the
drop down list.

On the “Proof of Income” field, select the proof of income from
the drop down list.

. Selecting a proof of income from one of the four programs that
provide adjunctive eligibility (SNAP, Oregon Health Plan, TANF,
or FDPIR) will allow the income amount to exceed the guidelines
for the household.

Press Tab to create another line to enter additional income.
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o TWIST automatically calculates the monthly and annual salary
amounts based on the information you entered for each line.

. Cumulative totals are also calculated for all lines and displayed in
the “Totals” fields.

. If “Hourly” is selected as the interval TWIST calculates for a 40-

hour workweek. If income is based on less than a 40 hours per
week average, use “Monthly”.

17. Click the “Save” icon to save the income information for the
participant.

J NOTE: The “Clear Screen” button in the lower right hand corner will
remove all information on the screen.

J NOTE: The “Averaging” button opens the “Income Averaging” pop-up.
Please refer to Chapter 3, Lesson 100 Applicant Prescreening for information on
completing this pop-up.

You have completed income eligibility and are now ready to move on to the
“WIC Intake” screen. TWIST will automatically save your work when you move
to the next tab.

Entering and Updating WIC Intake

The starting point for this section is:
Client Processes = Enrollment and Intake = Enrollment

J NOTE: If the participant was prescreened, you will only need to verify that
the information is still current; however, you will have other fields to complete as
well.
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“WIC Intake” Fields

'_:u‘ Client Processes - [CPO605 - Enrollment State ID:3549991 Name: New, Child DOB:05,/0 =10 x|
File Edt “window Help

B+ -2 0F | s @5
|

4| Selection

WIC ID: [01043606-01  Name: fiew, Child DOB: [ 05/01/2010  WIC Ca. [CHILD, 24-60 MONTHS OLD Tr.Type: [N

Income Eligibility WIC Intake v | wiC Motes |

| WIC Intake |

Check If Mo Changes: [ WIC ID W
Other Family Members On WIC? [eHE ~ | Old wic 10: | Waiting List: |
Clinic: |Baker LI For Women Onl
WIC Category: [CHILD, 24-60 MONTHS OLD <] | Yoter Redistraton Offered: [ ~]
Are You a Migrant? m — Martal status: ;I
Are You Homeless? ﬂ il Education: =
May We Contact You By Mal? S LMP: J0f00/0000  orEDD: J0O/00/0000  ADD: 1D0/00j0000
May We Conkact You By Phone? FEs Mother's WIC ID:b1043606 -l_ Guardian Type: |
futa Scheduler, Oz [vEs =] Mather's DOE: [0/00/0000 D Proxy: |
Re-Ackivate? [] Medical Provider Info Present: []
Generate WIC 5 | Search for Family Members | WwC 1D Hiztory | Referrals | Medical Providers | Put O ait List |
r{ Certification Dates |
I Start Date I End Date I Transfer I Term Date I Term Type IData of Term Nntificatinnl
I3 BEEY J1oy31/2012 | Jo0/00/0000 |Client | jiojocyoo00

LCategary Histary | Termination/Ineligibility Reasons |

Immunizations Status | Aizsign FA Group | Lissign Peer Counselar | Client Dizgualification | Change Tranzaction Tupe | Dietermine Eligibiity |

|Ready | May 23, 2012 04:32 PM [Wernita Reyna | Baker CHD famnet_test / famnet

Figure 2: “WIC Intake” Screen

1. The “Check If No Changes” box can be checked if a participant
is being recertified and no changes are needed.

. The box cannot be used for an initial certification.

2. Select yes or no from the drop down list on the “Other Family
Members on WIC?” field.

3. Select the appropriate clinic using the drop down arrow on the
“Clinic” field.

4. Select the correct category using the drop down arrow on the
“WIC Category” field.

/4 NOTE: Click the “Question Mark’ button to the right of the “Are You a
Migrant?” field. A pop-up is displayed with the definitions for migrant and
homeless.
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J NOTE: Selecting “yes” in either of these fields will generate the appropriate
nutrition risk for this participant and also will allow the participant to choose the

1€} & temporary accomodation in the residence of another individual; o

Migrant:

& person whose principal employment is in seasonal agriculkure, who has been sa
emploved in the lask 24 months, and who establishes, because of that employment, a
temporary abode -

Homeless:
& waman, infant or child whio lacks a fixed and reqular nighttime residence, or whose
primary nighttime residence is one of the Following:

a) & supervised publicly or privately operated shelber { including a welfare hotel, 3
congregate shelker, or a shelker For vickims of domestic violence 1 designated ko
provide temporary living accomadation;

b} &n institution that provides a temporary residence for individuals intended ko be
inskitukionalized;

d} & public or private place not designed For, o ordinarily used as, a regular sleeping
accomodation For human beings such as cars, park benches, abandoned buildings or

camp grounds,
Close i

Figure 3: “Migrant & Homeless Definitions” Pop-Up

Click the “Close” button to close the pop-up

Select the appropriate answer using the drop down arrow on

the “Are You a Migrant?” field.

Select the appropriate answer using the drop down arrow on

the “Are You Homeless?” field.

homeless food package.

8.

10.

The “May We Contact You By Mail?” field displays information

gathered on the “Client Master” screen.

The “May We Contact You By Phone?” field displays
information gathered on the “Client Master” screen.

Select yes or no from the drop down list on the “ Auto
Scheduler, OK?” field.

. This field defaults to “Yes”.
o Selecting “No” prevents Auto Scheduler from automatically
scheduling the participant.

J NOTE: If your agency is not using the Auto Scheduler then you should
always select “No” for this field.
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J NOTE: TWIST will automatically fill the “Re-Activate?” box if the “Re-
activation” transaction type is selected. You will learn more about transaction
types in Chapter 3, Lesson 800 Change Transaction Types.

/4 NOTE: The “Waiting List” field is display only and will be populated after
you complete the “Put on Wait List” pop-up as necessary. The waiting list
function is covered in a separate lesson.

11. Select the appropriate answer from the drop down list for the
following information in the “For Women Only” Box if the
participant is a woman.

111 Voter Registration Offered

o “Yes” = Voter Registration was offered to participant
(regardless of whether they registered, were previously
registered, or elected not to register).

o “No” = Voter Registration was not offered (forgot to do it).

o “Not applicable” = Participant not eligible to vote
(known non-citizen, woman under 18 years).

11.2 Marital Status
11.3 Education
11.4 LMP or EDD field if the participant is a pregnant woman.
/4 NOTE: If you enter the LMP, TWIST will calculate the EDD for you, or vice
versa.
115 Enter the appropriate date in the “ADD” (Actual Delivery
Date) field if the participant is a Breastfeeding or Postpartum
woman.
. Certification End Date will be calculated from these fields.

/4 NOTE: LMP or EDD will be reflected in the Medical Data box of the
“Woman Certification” screen where this information is mandatory.

12. Enter the last two digits of the mother’s ID number in the
second box of the “Mother’s WIC ID” field.

. The field will be enabled once you save the participant’s info and
then only if the participant is an infant or child.

o The system will complete the first box with the mother’s “Family
ID” number.
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Entering the mother’s ID number will establish a link between
infant or child and mother.

“Mother’s DOB” field will be populated by the system once the
mother’s ID number has been entered.

“WIC Intake” Buttons

13. Click the “Generate WIC ID” button, if it is enabled, to generate
a WIC ID number.

If the participant has been prescreened a temporary ID number will
have been generated in the “Applicant Prescreening” function.
TWIST will remove the “T” from a temporary 1D number
generated in the “Applicant Prescreening” function once the
“Enrollment” screen is saved.

The “WIC ID” field will display the current WIC ID number.

The “Old WIC ID” field will display the old WIC ID if applicable.

J NOTE: The “Search for Family Members” button is enabled only if other
family members are on WIC. Information on the “Search for Family Members”
button can be found in Chapter 3, Lesson 100 Applicant Prescreening.
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. When a participant has a different address and/or phone number
than the family it has been linked to, a message will automatically

pop-up requesting which address or phone profile to use.

CP270 - Cascade Family Addresses

. Gelect Address To Use For Family |
" CLIENT

address Details |

May we contact
Addr Type Str# PreDir Skr Name Str Type Post Dir Apt City State Zip +4 you by mail?
FAMILY #946445 [ves
Jp003557000 123 [ home | | | TUALATIN  joR  pFosz |
IINCDME, PREGNANT es
j1o0039700 | [ | | | | | | |
QK I Cancel

Figure 4: “Cascade Family Addresses” Pop-Up

. To change the participant’s address to match the family address,
select the “Family #” button in the “Select Address to User

for Family” section.

o To keep the participant’s address different from the other family

members, select the “Client” button.

. The “Address Details” section lists the Client and Family #

addresses. Click “OK™ to close the pop-up.
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*SEIEn:t Phone Mumbers to use for Family I—

~ CLIENT

-Filient Phone Mumber Details |
ANSWE Preferences May we contact

you by phone?

Phone Type Phone Mumber Ext Phone Option ¥Yoice Text
FAMILY #946445 ‘fes
[cell Phane | (503) Bs5-5555 | Foth voice B Text | es | es

I[NIIIME, PREGNANT ¥es

'\ID Phone | | | | | Mo | Mo

] I Cahcel

Figure 5: “Cascade Family Phones” Pop-Up

o To change the participant’s phone profile to match the family
phone profile, select the “Family #” button in the “Select
Phone Numbers to use for Family” section.

. To keep the participant’s phone profile different from the other
family members, select the “Client” button.

. The “Client Phone Number Details” section lists the Client
and Family # phone profiles. Click “OK” to close the pop-up.
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CP285 - Cascade Family E-mail

-ISEIEI:I: Email to use for Family Ii
i+ FAMILY #946445
i~ CLIENT
-FZIienl: Email Details I
ANSWE E-miail
Client E-mail Preference Indicator
FAMILY #946445
| | Mo
IINEEIME, PREGMNAMT
| | Mo

] I Cancel

Figure 6: “Cascade Family E-mail” Pop-Up

. To change the participant’s email address to match the family
email address, select the “Family #” button in the “Select Email
to use for Family” section.

o To keep the participant’s email address different from the other
family members, select the “Client” button.
. The “Client Email Details” section lists the Client and Family #

email addresses. Click “OK” to close the pop-up.

14.  Click the “WIC ID History” button to open the pop-up.
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CPOBOS - WICID Histary 7 ks
| WIC ID History | -
| odwicin | StartDate | EndDate |

Cloze I

Figure 7: “WIC ID History” Pop-Up

o All old ID number information will be displayed.

J NOTE: See Chapter 3, Lesson 808 Foster Families and Custody Changes for
information on changing a participant’s WIC ID number.

15. Close the pop-up.

16.  Click the “Referrals” button to open the “Referrals from WIC”

pop-up.
Z# CPO9DS - Referrals from WIC x|
[ Referrals from WIC |
I Visit: Date I Referral Category I Organization I Phone Mumber | Skatus |Date Endedl
LI',JS,I'ZS,I’ZDIZ | || || |Recommended || oo/oofo0o0
Inzert Bemave | oK I Cancel Hore Infa.
Figure 8: “Referrals from WIC” Pop-Up
. This pop-up is used to document referrals offered or provided to
the participant.
o “Referral Category” is used to indicate the type of referral being
made.
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17.

18.

19.

o “Organization” is used to indicate the name of the referral
organization.

. “Phone Number” displays contact information for the referral
organization.

o “Status” indicates the referral status.

) The “Insert” button in the lower left hand corner can be used to
create additional rows.

o The “Remove” button can be used to remove a row.

Click “OK” to close the pop-up and save your changes.
Clicking “Cancel” will close the pop-up without saving the information.

Click the “Medical Providers” button to open the “Medical
Providers” pop-up.

: i |MEdicaI Providers - |

l Doctor's Mane ] Phiorie ]
_!-_?Z)r Bunson Honeydew ¥555) 555 - 1000

QK Cancel

| Inzert I

Figure 9: “Medical Providers” Pop-Up

. “Doctor’s Name” is used to enter the medical provider’s name.

. “Phone” is used to enter medical provider’s phone.

. The “Insert” button in the lower left hand corner is used to enter
additional doctor’s information.

. The “Remove” button is used to remove a row.

Click “OK” to close the pop-up and save your changes.
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) The “Medical Provider Info Present” box will be checked
once information has been entered in the “Medical Providers”
pop-up.

. Clicking “Cancel” will close the pop-up without saving the
information.

= Practice Activity #1:

The starting point for this section is:

=

w

Client Processes = Enrollment and Intake = Enrollment

Click on the “WIC Intake” tab to access the “WIC Intake” screen.
Review the information on the screen and verify/change the following
information:

“Other Family on WIC?” — No

“Are you a Migrant?” — No

“Are you Homeless?” — No

“Auto Scheduler, OK” — Yes

“Voter Registration Offered” — Yes

“Marital Status” — Unmarried

“Education” — High School Diploma

“EDD” - 3 months from today’s date.

Save the updated information.

Open the “Referrals from WIC” pop-up and enter Health Department
Programs in the “Referral Category.”

Click “OK?” to close the pop-up.

Open the “Medical Providers” pop-up and enter your doctor’s name
and phone number.

Click “OK” to close the pop-up.

Reviewing “ Certification Dates” Section

Cetrtification Dates

|
Skart Date I End Date I Transfer I Term Date I Term Type I Date of Term Motification
[ fizjarfzo0 | Jn0joofa0n0 |client -] jn0fo0fo00n

LCategory Histary | Temmination/neligibility Reasons

Figure 10: “Certification Dates” Pop-Up

J NOTE: TWIST will allow the “Start Date” and the “End Date” to be
modified within 30 days of the original entries.

o The “Start Date” for new enrollments will be system generated as
today’s date.
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o The system will calculate and display the “End Date” based on the
start date, the category, the EDD, or the ADD.

1. Click the “Category History” button to open the “Category
History” pop-up.

CPOG1S - Category History

-|Category History |

‘Cert Skart Date | Cerk End Date MWIC Category Cabegory Stark | Category End
Diake Date

[NEARNT, BREASTFEEDING, 4-5 MO, RECEIVING Fdi 2/02 2005 B4/a0/2008
11222005 |D4/50/2006 INFARNT, NONEREASTFEEDING, 0-3 MO, FECEIVIM 1/22/2005 12)01 /2005

Figure 11: “Category History” Pop-Up

. This pop-up will display the “WIC Category” entered above as
well as any other WIC categories the participant had been
previously assigned, if applicable.

2. Click “OK” to close the pop-up.

3. View the next four fields which are system-generated.

o If the participant has been transferred the “Transfer” field
displays that information.

. If the participant has been terminated the “Term Date” field
displays the date the participant was terminated.

o The “Term Type” field indicates whether the participant or entire
family was terminated.

o The “Date of Term Notification” will be automatically filled by

TWIST once a Termination notice is printed for a participant.

4. Click the “Termination / Ineligibility Reasons” button to open
the “Ineligibility / Termination Reasons” pop-up.
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CP1305 - Ineligibility / Termination Re |

| Ineligibility / Termination Reasons |

Ineligibility | Termiration Reason

Irzert Remove I oK. I Cahcel

Figure 12: “Ineligibility / Termination Reasons” Pop-Up

. This screen displays system-generated reasons for ineligibility or
termination.
o Click the “Insert” button in the lower left hand corner to enter

additional reasons.

J NOTE: Learn more about termination and ineligibility in Chapter 3, Lesson
805, Terminations/Ineligibles.

5. Click “OK” to close the pop-up and save your changes.
. Clicking “Cancel” will close the pop-up without saving the
information.
6. Click the “Change Transaction Type” button to open the

“Select Transaction Type” pop-up.
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[Transaction Types

[ Mew
[T Display

[ Re-cerkification
| TErmina!:iu:u.n
[ Re-activatian
[T Rednstate

oK | Cancel J

Figure 13: “Select Transaction Type” Pop-Up

6.1 New - this is automatically generated for a participant who
does not have a WIC record.

6.2 Display - this type will be used if the user wants to “view” a
record without making changes.

6.3 Change - this type is used when any change is needed.

6.4 Recertification — this is auto-generated if a participant’s
recertification is due. However, it can be selected manually.
See Chapter 3, Lesson 700, Recertification.

6.5 Reinstate - this type is used when the participant is
terminated and more than 30 days past the certification end
date. See Chapter 3, Lesson 801, Reactivate and Reinstate.

6.6 Termination — this type is chosen if a user needs to manually
terminate a participant.

6.7 Re-activation - this type is used to re-activate a participant
who was terminated but is still within their certification period.
See Chapter 3, Lesson 801, Reactivate and Reinstate.

7. Click “OK” to save the transaction selection and close the
pop-up.

Clicking “Cancel” will close the pop-up without saving your
selection.
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8. Click the “Client Disqualification” button to open the “Client
Disqualification” pop-up.

ane Clear Screen | Aweraging
Client Disgualification | Change Transaction Type | Determine Eligibility |

Figure 14: “Client Disqualification” Button

. The “Client Disqualification” button is present on all
enrollment screens.
. This screen displays State-entered disqualification data and proxy-

in-lieu-of-disqualification information. This pop-up is “display
only” for Local Agency users. Please see Policy 590 Participant
Violations for more information.

J NOTE: The fields will contain data only if the participant is or was in a period
of disqualification.

J NOTE: If the participant is in a state of disqualification, the system will
generate an error if the user attempts to change the transaction type.

. If a participant is currently disqualified and has a proxy-in-lieu-of-
disqualification (someone obtaining services for the participant),
the “Assigned Proxy” field will turn red and be populated with the
proxy’s name.

Inzome Eligibility v WIC Intake v l WIC Mates l

[WIC Intake |

Cherck I Mo Changes: [ WIC ID: D0768692-01  Mail Code: [STATE PRINT =l
Other Family Mermbers On WIC? oldwicio:[  waiting List:
Clinic: [CANEY [=] - For Wamen Only
WIC Cateqary: [CHILD, 12-23 MONTHS OLD [=7] | e sl O el
fAre You a Migrant? Marital Status: | [~
Education: | =

Are You Homeless? o
May We Contact You By Phone?
May We Contact You By Mail?

LMF: pO/O0J0000  or EDD: 00/00/0000  ADD: POj00/0000

Mother's WIC ID:ED?68692 - Guardian Type: Bther

Auks Seheduler, OK? Mather's DOB: DOf00/0000 Assigried Praxy: IESIPEORSII
Re-activate? [] Compliance Client:[— Medical Provider Info Present: [] k
| | WIC ID Hisk ory | Referrals | Medical Providers | Put On Wait List |

Figure 15: “Assigned Proxy” Field
“Disqualification Data” Fields

o These fields contain information about current and past
disqualifications.
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7 CP1355 - Client Disqualification i X

-| Disqualification Data |
Diggualification Data
StartDate | EndDate | Active |Case 1d Notes FirstMarre | MI| LastMarm
3/08/2005 pgmsxzous I\"es v| esi | Froxy
4 | i

Inisert | Remove | Ok I Cancel |

Figure 16: “Client Disqualification” Pop-Up (Disqualification Data)

8.1 Start Date — beginning of the disqualification period.
8.2 End Date - end of the disqualification period.
8.3 Active — if “Yes” a disqualification is in effect and participant

is not able to receive services; if “No” disqualification could be
going through an appeal, payment plan, or exception and
participant is able to receive services.

8.4 Case Id — investigation file number.

8.5 Notes — any notes relevant to the disqualification.

“Proxy Info” Fields

x

‘-}5‘ CP1355 - Client Disqualification
-| Disqualification Data I

Proxy Info
FrrstMame |MI| Lasthame | Address | City State | zip Code
esi | Froxy |1 23 Wy 3rd St pregon City R |9?333

Inisert | REemave: | Ok I Cancel |

Figure 17: “Client Disqualification” Pop-Up (Proxy Info)

. These fields contain name and address information for the proxy-
in-lieu-of-disqualification.

0. Click “OK” to close the “Client Disqualification” pop-up.
J NOTE: The “Determine Eligibility” button is present on all enroliment and

certification screens but is not enabled until a certification is complete. For more
information please refer to Chapter 3 Lesson 200 Certification Overview.
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10. The “Assign Peer Counselor” button appears at the bottom of all enrollment
screens but is only enabled for women participants. After a peer counselor has
been assigned, “PC Status: Active” will display on the title bar following the
participant’s name and date of birth. When a woman is no longer participating in
the peer counselor program, the status will be “Inactive”. For more information
please refer to Chapter 3 Lesson 103 Breastfeeding Peer Counselor Assignment.

7 Cliemt Processes - [CPOSOS - Enrollmant State ;2582516 Mamo: QUINONES, BRENDA  DOR:05/27/1 955 P Status: ACTIVE] _l&lx]

B [ e
F+-FH 2% ha

[Gebection |

wit i [rrsiear naf [ | wee cor: From, R TR TrType T
Ircons Eighily % WIC Intake ¥ |WiCHetes |
[wWiC Intake |
Chack IF Mo Chianges: [+ W i POTITEISOL
Gt Fardy Mermbens On Wi (TR =] ok wac 10c [ Wisting List: |
Ciric; [FECFORD PaNISH =] - For Woier Gy
WIE Cotoguu: [WOMEH, NOFFBREASTFEEDING = Yoter extitration Offsred: ‘ﬁ__ =]
EE e oy e m‘gﬂﬂl’:ffﬂm STLDENT El
s Yot [0 =] | == et : =
Moy Wie Contact 'rou By Mal? fFES L [ TR S IR
May W Contact Yo By Prane? [FES Macher's WIC 10+ Guardian Type:
Aty Sehaduer, 07 [F5 = Mather's DOE: POTO00D - D0 Brevew: |
Ee-activaber [] IMedical Provicler I Presert: []
| ; | waCwiisey | Beess | MedcalProviders | pabnwatlie |
{Certilication Dates |}
St Dote | EndBote | Trarafer | Termbate || Torm Type | Doboof Torm Hotfication| »

3 CIHEAT] 3300 Hhert

a1 3010 L2000 (Chert -

L T L erk =] P00 e

Categoy Hitory | Teminaiionesiobilty Rasions |

| | _ theson Proer Cournebor | oot Dingruaiication | Change Tranaaction Type | Deteovins Eigtilly |

Fnady | Gickches 25 2071 1255 PM | Sude Ao Jackion £HE |

Figure 18: “WIC Intake” PC Status in Title Bar

Entering a WIC Note

The next tab is “WIC Notes.” Please refer to Chapter 3, Lesson 100 Applicant
Prescreening for information about this tab. Entering information in this tab is

optional.
= Practice Activity #2:

The starting point for this section is:
Client Processes = Enrollment and Intake = Enrollment
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1. Click on the “WIC Notes” tab to access the “WIC Notes” screen.
2. Double click in the “Notes” field and enter a short note.

3. Click the “Reminder” box.

4. Click “OK?” to close the pop-up.

5. Save your work and exit.

v"Skill Check:

Your participant comes back for her appointment. Access her previously entered
information and complete her “WIC Enrollment” screens with the following
information.

She is not a migrant or homeless.

She was referred to WIC by the Oregon Food Bank.

Her doctor is Samuel Blue, 503-993-2201.

She has a high school diploma.

She does not want to register to vote.

She does not want to be Auto Scheduled for an appointment.

X Tips and Shortcuts:

Tabs can be completed in any order.

Once you complete a tab you may save the information manually or
TWIST automatically saves the information once you move to the next
tab. A blue check mark appears on each tab once the information has been
entered and manually or automatically saved.

& Notes
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Chapter 3: Participant Processes

Section 1: Intake
Lesson: Breastfeeding Peer Counselor Assignment
Objectives:

Upon completion of this lesson the user will be able to:

. use the “Assign Peer Counselor” function;

o modify information in the “Assign Peer Counselor” screen;

. assign a peer counselor to a participant that has had a peer counselor with
a previous baby;

. inactivate a participant in the breastfeeding peer counseling program; and,

. print peer counseling reports.

Oregon Policies:

. 718  Breastfeeding Peer Counseling: Job Parameters, Protocol
and Scope of Practice

Overview:

This lesson covers how you will use TWIST to assign a Breastfeeding Peer
Counselor to a WIC participant who is pregnant and has indicated that she would
like to have a Breastfeeding Peer Counselor. You will learn how to enter and
update data in the “Assign Peer Counselor” screen. You will learn the impact this
screen and fields have on the reports that Breastfeeding Peer Counselors,
Coordinators and State WIC Staff use, and you will learn how to print a Peer
Counseling report.

J NOTE: Once a participant has been assigned to a peer counselor in TWIST,
a schedule of calls is available in the report “PC Schedule for Participant
Contacts”. See the last section of this lesson on running Peer Counseling Reports.

Instruction:

Entering or Updating the Peer Counselor Assignment

The starting point for this section is:
Participant Processes = Enrollment and Intake = Enrollment
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J NOTE: The participant must be fully certified in TWIST before assigning a
peer counselor.

1. Open the “Enrollment” screen and retrieve the participant to
be assigned a peer counselor.

“# Client Processes - [CPO60S - Enrollment State ID:3439304 N

Elle Edit Window Help
[+ - @ |0k |t 2@ o

| [Selection |

=10l x|

WIC ID; 101432701 Names: [Tester, Peer Counselor

DOB: 05/01/1969  WIC Cat.: [WOMAN, PREGNANT Tr.lyper

Income Elighilty v WIC Intake I\mt Notes |
~[WIC Intake |
Cheek If No Changes: | WICID: P1014327-01
ummﬂmmlm'l Old WIC ID: Waiting List: [
Clinic: [sEND | For Women Only
WIC Cateqory: [WOMAN, PREGNANT

5 | ot e |

e Marital Stabus: [DOMESTIC PARTNER |
Are You » Migrant? &
A 2o =1 2 Education: [ASSOCTATES DEGREE -
May We Cantact You By Phone? | <] LMP: 03/07/2010  or EOD: [i2/12/2010  ADD: Jiojo0/0000
May We Contact You By Mail? |vES x| Mother's WIC 10:] - Guardian Type: |
Auto Scheduler, OK? l\‘ES Vl Mother's DOB: D0J00{0000 DQ Proxy; |
Re-Activate? [] Wedical Provider Info Present: []

CI0 | | Geschfor Fariiy Merbers | WACID Histoy | Releial: | Medical Providers | PutOnWaitlist |

|Eertiﬁcarion Dates

| statDate | EndDaste | Transfer | TermDate | TermType |Date of Term Notification |
P poisjzon pijatzon | [pofoojonon [Chent | Pofoofonon

Category History |
Dz | | Bssicr /4 i Assion Peer Counselor | [Client Disg

Temination/Ineligibiity Reasons |
Change T Type
| I

Detemine Elghiy |
|Ready

| September 21, 2010 10:33AM | Diane Amold

| Deschutes CHD

amnet_test / famnet

Figure 1: “Enrollment” Screen

2. Click on the “Assign Peer Counselor” button at the bottom of

the screen to open the “Assign Peer Counselor” pop-up.

[ Certification Dates ]

| statDate | EndDate | Transfer | TermDate

Ipsfeafeoin pafatizo |

| Term Tupe | Date of Term Notification |
[pojoojoono |cient | jpnfonjonon

CategarpHistoy | Temination/Inelgibiiy Fieasons |
Immurizations Due | dssign FA¢ Group Assign Peer Counselor | Client Disgualfication | Change Transaction Type Determine Elighility |
5 CP1455 - Assign Peer Counselor
eer Counseling

x|

I
Start 0 End Date | PC Lev}'\ Peer Counselor | Status Inactive Date | Inactive Reason
3 pe/aofzo1z | ~[[Cahi Counselor ~IBCTIVE  [oojo00/0000 |

= Bemove | o ol

Figure 2: “Assign Peer Counselor” Pop-Up showing Start and End
Dates auto-filled
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J NOTE: The Start Date will automatically fill with today’s date. The End Date
will automatically fill a date six months from the EDD rounded to the end of the
month. Once the ADD has been entered in the Intake Screen, the End Date will

adjust to six months from ADD.

4 NOTE: Peer counselor staff must first be added to the “Staff Information”
table in the “Operations and Management” module, which requires the
Breastfeeding Peer Counselor Coordinator to have the correct security role.

% CP145S - Assign Peer Counselor i x|
-Feer Counseling |
Peer Counselor \\Etatus I Inactive Datel Inactive Reason |
v pojoo/ooon | =
Algjandra Talavera
Test Staff
| — | i
Inzert Bemove | Ok I Cancel

Figure 3: Peer Counselor” drop down displaying peer counselors

3. Click on the name of the counselor.

W LA ] e ]

Status | nactive Date |

Inactive Reason |

pofoo/oo00 |

4

|
Inzert | Remove |I Cancel |

Figure 4: “Peer Counselor” field with counselor selected
and OK button

4, Click on the “OK” button to close the “Assign Peer
Counselor” Screen.

J NOTE: TWIST automatically adds “ACTIVE” to the Status field after OK is clicked

and the Assign Peer Counselor screen is closed. When a woman is no longer
participating in the peer counselor program, the status will be “INACTIVE”.

J NOTE: To change a peer counselor, repeat the process for accessing the
Assign Peer Counselor screen and select a different peer counselor.
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5. Select "PC Level."

o Agencies with Breastfeeding Peer Counselor programs may assign
one of two PC levels, “PC” or “PC1”. The levels are used to
organize the Peer Counseling program participants into the two
groupings.

. TWIST will auto fill "PC" when you assign a woman to a peer
counselor. “PC” identifies the routine service - enrolling pregnant
women into the prenatal series.

o “PC1” identifies the non-routine service - enrolling pregnant women
and following them individually during office visits, one to one,
instead of in a group.

P1455 - Assign Peer Counselor ll
-Peer Counseling ﬂ
| Start Date | End Date /[ PC Level \ Peer Counselor | Status | Inactive Datel Inactive Reason
P |nei0gj2011 P6/E0/201 ~ || Caroh Counselar ~|wcTivE pojooioooo |
P
FC1
<« | 2
Insert | Remaove | 0K I LCancel
OGOy TSty I el

Figure 5. PC Level drop down

o Once the PC level is assigned on a participant's "Assign Peer
Counselor" pop-up, it will display on the blue title banner for the
client at the top of the screen. The blue banner will display
"PC Level: PC,"” "PC Level: PC1" or “PC Status: Inactive."

2% Client Processes - [CPO60S - Enrollment State ID:990919 Name: DOE, JANE DOB:11/04/19 @ _ =] x|

Fle Edt Window Help

ﬂm|+—|mﬂ\co;i~'|aslng.|§\

Selection ]
WIC ID:[00474323-01  Name: POE, IANE DOB:[ 11j04/1573  WIC Cab.: fWeMaN, FULLY BREASTFEEDING  Tr.Type:[<

Income Eligbiity  «  WIC Intake v |w|z Hotes |

Check IF No Changes: ¥ WIC I0: [P0474323-01
Other Family Members On WIC? {55 ~ old wiC 10: | Waiting List: |

Clinic: [OREGON CITY x|~ For women Onl;

WIC Cateqory: WOMAN FIILLY BREASTFEEDING =] | oker Redistration Gfersd: VES

Are You a Migrant? NO = . Marital Stakus: UNKNOWN
Are You Homeless? m Education: |HIGH SCHOOL DIF‘LOMAJ’GED

P e R EHELERIE anm i

WIC Intake | ‘

Figure 6: PC Level Status dlsplay in blue banner.
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Assigning a Peer Counselor When the Participant has had
a Peer Counselor With a Previous Baby

1. To add the peer counselor assignment for a new pregnancy,
click the “Insert” button in the “ Assign Peer Counselor”
pop-up to add a new row.

e e e (| |
= % CP145S - Assign Peer Counselor
1

-Peer Counseling |

nd Da PC Level i Feer Counselor | Stalis | Thactive Date | Tnactive Reason

riDa |
| 101 12010 ) TTEEI | fin/onjonnn k|
I R L e TR R e TS Taavers AT TIVE 570 2009 [STOppe ETEasTeetg ]

4 — | 2

@ Femove | oK I LCancel

Figure 7: New row inserted when participant was assigned a
Breastfeeding Peer Counselor with a previous baby.

2. In the new row, follow the steps for assigning a peer counselor
described in the previous section.

Inactivating a Peer Counseling Participant

The “Assign Peer Counselor” screen is designed to update the reports that the
Breastfeeding Peer Counseling Coordinator uses to manage the program,
including when and why a participant stops participating.

The starting point for this section is:
Participant Processes = Enrollment and Intake = Enrollment = Assign

Peer Counselor

B

£ CP1458S - Assign Peer Counselor: [ _ x|

rPeer Counseling |

Start Date End Date PC Level Peer Counselor | Status | Inactive Datel Inactive Reason

b |pajoerzoi0 pejanfzoil | |Alejandra Talavera ~lpcTivE pofoo/o00d ~

In-State Transfer =

Moved From Clinic Area

Moved Out of State

Other

PC Cannot Reach Client b
| Stopped Breastfeeding J

Insert | Bemove | Ok I Lancel |

Figure 8: “Inactive Reason” drop-down list
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1. Select an Inactive Reason

J3 NOTE: The “Status” and “Inactive Date” will auto-fill once a reason has been
selected. This date can be changed manually.

Select “Other” for inactive reasons not in the drop down list, including:

Miscarriages

Victims of domestic violence that have moved for safety reasons
Deceased mother or baby

Incarceration of mother

LEULUE bR | LU UL |ihent | UL | |1

x|

| Noes SN | Clinic | active |

: QFENB r

Insert I Bemaove I | oK I LCancel I

Figure 9: “Notes” field
2. Scroll right to the “Notes” field if needed.
3. Click the OK button to close and update the record.

Peer Counseling Reports

The starting point for this section is:
Client Processes= Reports = Nutrition Education = Peer Counseling
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¥ Reports =] |

Eile ’M Appointrment Scheduler  Food Instruments  Financial Mgmt.  System Admin,  Operations Mgrmt,
_Wenc  pocurnents * I Help
S Health Outzomes

Mutrition Education Breastfeeding
Risk & Diet Fruit & Yegetable Study
e Group Nutrition Education Classes
High Rigk
Misrcellanenus
Mutrition Education Tracking
Outcomes
Breastfeeding Rates
Cazeload Surmrmary
Client Demographics
Client Participation
Eood Package Redemption
Schedule for Client Contacts

| October 26, 2010 10:10 &M | Diane Anold | Deschutes CHD

Figure 10: File Menu with Breastfeeding Peer Counseling Reports.

The reports available in the Peer Counseling File Menu are specific to
Breastfeeding Peer Counseling participation and include:

e Breastfeeding Rates

e Caseload Summary

e Client Demographics

e Client Participation

e Food Package Redemption

e Schedule for Client Contacts

The Start and End Dates and Inactive Dates in the Assign Peer Counselor pop-up
affect the data in all of these reports.

See Chapter 7 for information about printing reports. All TWIST reports provide
a blank screen to enter selection criteria for the report you want to run.
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It will also display on these reports: Peer Counseling Client Participation and
Breastfeeding Tracking Function Call Back.

ol x|

ﬂmﬂ|@\‘&|%éa||< E]

election |
From Date: ﬁDJ’DDp’DDDD Agency: G rc ol = I )] Sork By: & gl[l;a[?:l I:SFDHE
To Date: 00/00/0000 | =] Peer Cousslor: | " Language | ADD } EDD

" Language | Client Hame

Save As Encel |

|Ready | October 28, 2010 11:10 &M | Diane Amald | Deschutes CHD famnet_test / famnet

Figure 11: File Report Selection Criteria Screen for
“PC Schedule for Participant Contacts” Report.

J NOTE: The Breastfeeding Peer Counseling Coordinator will print
“PC Schedule for Participant Contacts” reports and give them to the peer
counselors after participants are assigned in TWIST.

= Practice Activities:

Run a “PC Schedule for Client Contacts” for a specific peer counselor for this
month.

Double click the “Reports” icon on “Select Modules” screen.

Select “Client Processes”.

Select “Reports”.

Select “Schedule for Client Contacts”.

Select a peer counselor.

Enter a “From” date of the first of this month and a “To” date of the last
day of this month.

Click the “Run” icon.

8. Do not print report.

Sk~ wd P

~
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Chapter 3: Client Processes
Section 2: General
Lesson: Certification Overview

Objectives:

Upon the completion of this lesson all users will be able to:

. navigate through screens in the certification area of “Client Processes”;
. access client data from previous certifications;

. state the flow of common client certification processes in TWIST; and
. identify the required data for certification completion.

Oregon Policies:

¢ 640  Documentation Requirements for Certification in TWIST

¢ 641  Documentation Requirements for Certification in the absence of
TWIST
Overview:

During the WIC certification process, a variety of information is collected for
each participant. The TWIST system provides screens to document this
information. The screens are grouped together under “Certification” in “Client
Processes.” Several certification screens have sub-tabs located at the bottom of
the screen. Sub-tabs are used to access additional screens to document
information.

In this lesson you will learn how to access the “Certification” area and move
through the screens. You will also learn how the screens interact and how to
access previous certification information.

Instruction:

Navigating through the Woman Certification Screens

The starting point for this section is:
Client Processes = Certification
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';‘ Client Processes =18 x|
Fie Enroliment & Intake Transfers Lookup | Certfication Farmers Market Tables Output ‘Window Help
J]m, | ] | Infantfchild »

‘Woman 2

|Ready | February 03, 2003 04:28:35 PM | Sara Goodrich | Harney CHD
iﬂstartl J W EERE |J ENDVE"-...' Baroup. . | B select ... | Edclient ... |@E Jro N HMEepia@umy  qzaem

Figure 1: “Certification” Drop Down Menu

On the Certification drop down menu, there are two options: Infant/Child or
Woman. Both options display identical drop down menus. Selecting the correct
choice will access the certification screens for the appropriate client category.

1. Select “Woman.”

| Certification  Farmers Market  Tables Output Wi
Infant/Child » |

| vorn

Medical Data
Health Hiskorsy:
Diet Assessment

Mutrition Education Plan
Progress MNotes
Breastfeeding Tracking
Food Package Assignment

Figure 2: “Woman” Drop Down Menu

. The drop down menu displays all the certification screens.
. You may access any screen at any time.
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2. Click “Medical Data.”

The “Woman Certification” window is displayed. All of the certification
screens are displayed within this window.

‘a':;‘ Client Processes - [CP3115 - Woman Certification] I =12 x|
File Edt ‘Window Help

(B + - SR |0F| s @[5 2|
|

Selection |
Fwn: ID: | Name: | DOB: [10{00/0000 WL Cat.: | Tr.oype:| ‘
i | Health History | Diet Azsessment | ME Plan | Progress Maotes | BF Tracking | Food Pkag. Aszsignment |
r[Anthropometry |
Collection Prenatal Current Weight Height Weeks| Cumul, WE| BMI Medical Mates
Date Postpattum i LEs oz M 'I_ Inch 18 Gest, | GainfLoss
[p jpojonjoooo =1 ENGLIEH = [] 0 [ENGLIsH | 0| 0 of of 0.0
[Prenatal | [Biochemical Info |
EDD: PUJ’UUJ’UUUU LMF: PDIDDIDDDD Collection Prenatall  |Hemoglobin|Hematocrit| Wweeks |Blood Lead
- - Date Fostpartum Gest, Level
Twins of More: [ Ejm s of » |pojocooon | | 00| oo o 0.0
Pre Pregnancy YWeight: I 0 0
Prepregnancy BMI: I 0.00
Insetk Remove | ‘Wiew Graph |
Change Transaction Type | Determine Eligitility I
|Ready | February 03, 2003 04:2336 PM [ Sara Goodrich | Harney CHD
;astart”J o e S e |J ENov...| oo | == | |[E die... | RU G ONARDIDE  a29rm
Figure 3: “Medical Data” Screen
. The top section is labeled “Selection.” The participant’s
information is displayed in this section once a participant has been
selected.
. The middle section consists of seven tabs: “Medical Data,” “Health
History,” “Diet Assessment,” “NE Plan,” “Progress Notes,” “BF
Tracking,” and “Food Pkg. Assignment.”
. Clicking on a tab will open the screen. The tab title is bolded to
indicate which screen is currently opened.
. Once a screen has been completed by entering information, a
check mark will appear on the tab next to the title.
. The bottom section has four buttons: “Enrollment” “Family

Summary Screen” “Change Transaction Type” and “Determine
Eligibility” that are present throughout the certification function.
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J NOTE: Each tab and button will be briefly reviewed in this lesson and
explained in detail in future lessons.

The “Medical Data” screen is where anthropometric and biochemical
information is entered.

The screen is divided into three sections:

. Anthropometry;
. Prenatal; and
. Biochemical Information.

3. Click the “Health History” tab.

-";j’_f-".l:lient Processes - [CP3115 - Woman Certification] I 12|
File Edit ‘Window Help

[0+ - s@|[0F|sma|5|?]
Selection I
WIC 1D | Name: | DOB: 0f00/0000  WIC Cat.: | Tr.oype:[
Medical Data Diet Aszeszment | ME Plan | Progresz Motes | BF Tracking | Food Pkg. Assighment |

| CPA ¥erification |
Questionnaire: | |;|
Wisit Dake: [i0/00/0000 Entered By: | Showe
—{ Questionnaire I
I Mo, I Question Answer |Notes|
Correck Guestionnaire I Hiskary I
Questionnaire | Risk Factars

Change Tramsaction TyEe I Determine Eligibility: I
|Ready | February 03, 2003 04:30:11 P | Sara Goodich |Harney CHD

:ﬂstart”] HEL ®RE |j Eniov... | BGro... | Efsele... | B | BE S ONHEP@E 430
Figure 4: “Health History” Screen

. Health history information is documented on this screen using
specific questionnaires.

. Previous certification health history information is accessed
through the “History” button.

. There are two sub-tabs located in the lower left hand corner:
“Questionnaire” and “Risk Factors.”

. Clicking on a sub-tab will open the screen. The sub-tab title is

bolded to indicate which screen is opened.
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. Sub-tabs may include mandatory fields that must be filled out for
the certification screen to be marked as completed.
. Risk information is documented on the “Risk Factor” screen.

4. Click the “Diet Assessment” tab.

i Client Processes - [CP3115 - Woman IS =1 e

File Edit Window Help

|8+ - H |0F | 2@|5
Selection ]
WIC ID: | Name: | DOB: | 00/00/0000 WIC Cat.: | Tr.Type:I_ ‘

Medical Data I Health History Diet Assessment |NE PFlan | Progress Motes I BF Tracking | Food Package Assignment |

r[CPa verification |
Lestionnaires: I LI
Wisit Date: ﬁDjDDjDDDD Entered By: I Shave: IA\I -
—{ Questionnaire }
| Mo, | Queskion Answer INDtesl
Histamy |

Questionnaire I Risk Factars |

Enrallment | Family Summarp SCIEenl Immunizations Status | Lhange Transaction Tppe | Determine Eligibility |

Ready | Movember 18, 2011 03:24 PM |*errita Reyna | Clackamas CHD |

Figure 5: “Diet Assessment” Screen

. Diet information is documented on this screen using specific
questionnaires.

. Previous certification diet assessment information is accessed
through the “History” button.

. There are two sub-tabs: “Questionnaire,” and “Risk Factors.”

. The “Risk Factor” screen displays dietary related risks.
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5. Click the “NE Plan” tab.
7@ Client Processes - [CP3115 - Woman Certification] I = |
File Edit “Window Help
(B [+ - | s |<0& | s 2R |2
Selection |
Fwn: ID: | Name: | DOB: [00/00/0000  WIC Cat.: | Tr.Type:[

tedical Data | Health Hiztory | Diet &szezsment NE Plan |F'r0gress Motes | BF Tracking | Food Pka. Assignment

r[Risk Codes |

I Cert/RC Date I Risk Code I Risk Factors I

_l Goals |

I Wisit Dake Goal Skatus Certifier Name I
[ NE visits |

| isit Date Appt. Type | Class Title Attended

ME Provided | Goals | Referrals Next Appaointment |

Chanage Transaction Type |

Determine Eligibility:

|Ready | February 03, 2003 043206 M | Sara Goodrich

|Harney CHD

Eﬂstartl“ @ o4 | @ @ ﬁ |J ENDV...' @Gro...l Sele...l Elie...
Figure 6: “NE Plan” Screen

visits are documented on this screen.
There are six sub-tabs: “Last Visit Summary,”

|@U $roN HEpd@dn 1z

Information about the client’s risk, goals and nutrition education

“Risk/Interventions,” “NE Provided”, “Goals,” “Referrals” and

“Next Appointment.”

client’s nutrition education.

Each sub-tab is used to document information related to the

Ch 3, 200.6



Oregon WIC TWIST Training Manual August 6, 2015

6. Click the “Progress Notes” tab.

‘% Client Processes - [(P3115 - Woman Certification]

| ose | omwee | omee | Eveedsy |

Flgure 7 “Progress Notes” Screen

. Notes regarding the client’s progress are entered and viewed on
this screen.
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7. Click the “BF Tracking” tab.

& Client Processes - [CP3115 - Woman Cerl &=l
File Edit ‘window Help

B+ - |=E |0 | s eS|
’-{Selection |

WIC ID: | Name: |

DOB: [ COD0/O000 WIC Cat. Tr.oype:| ‘
Medical Data | Health Histamy | Diet Azzessment | ME Plan | Progress Motes

BF Tracking | Food Package Assignhment |

ﬂuestionnaire Data |

| [
Questionnaire: | ;I
Conkack Date: FDJ‘DOJ‘DODD Entered By: | Show: IAII -
—{ Questionnaire I
I Mo, I Question Answer INUtesI

History |

Questionnaire |Contacts | Refenals | Breast Pump |ssuance |

Enraliment | Family Summary Screenl

Immunizations Status | Lhange Tranzaction Type |

| Verrita Reyna | Clackamas CHD |

Figure 8: “BF Tracking” Screen

Detemine Elgbity |

Ready

| Movember 12, 2011 03:30 PM

Breastfeeding information is documented on this screen using
specific questionnaires.

There are four sub-tabs: “Questionnaire,” “Contacts,” and
“Referrals” and Breast Pump Issuance

Each sub-tab is used to document information related to the
participant’s breastfeeding status.
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8. Click the “Food Pkg. Assignment” tab.

selection |
WICID:[01122258-01 Name: [TWIST, Training DOB:| 05/05/1995  WIC Cat.: (WOMAN, PREGNANT Tr.Type:E |

Medical Data  » | Health Histary I Diet Assessment I ME Plan  + | Frogress Motes | BF Tracking Food Package Assignment v |

FP Start WIC Module A Qty A |Unit| Module B I Module C Qty C  [Unit] Med |Partial smmsl L
Date Category A C | Doc
03/01/2016 WP ML-C w|f3.75 _=loal | [wrs | | -
02/01/2015 WP MLC ~Jk75 =izl | [wee A | =1
01042016 WP MLC 75 =lcal | [wes | | =1
12/01/2015 WP MLC “J75 =izl | [wes A | =1
11/01/2015 WP ML-C ~Jl+75 =lgal | [wee B | =]
10/01/2015 WP ML-C ~J75 =lgal | [weE | | ~1
09/01/2015 WP ML-C ~J75 =loal | [wrE B | ~1
08/01/2015 WP ML-C ~J.75 =laal | [wrB B | ~1
p 07/23/2015 WP MLC 250 =lgal | [wee B | =1 o
Madify I FR and F= | Med. Doc. Infol Faorecast | Row Summary | :Spedal Client [~ 1B0/WEN [T Twins or Mare: [ |
Food Package &ssignment | 0ld Food Package Aszignment |
Enrrollment | Family Summary Screenl Immurizations Status | Change Trangaction Tupe | Determing Eligibility I
Figure 9: “Food Pkg. Assignment” Screen
. Detailed information about the client’s food package is
documented on this screen.
. Medical documentation for special medical foods and formulas is

documented on the “Med Doc Info” pop-up.
9. Exit back to the “Select Modules” screen.

Navigating through the Infant/Child Certification Screens

The starting point for this section is:
Client Processes = Certification

1. Click “Infant/Child.”

. The drop down menu displays all the certification screens.
. You may access any screen at any time.

2. Click “Medical Data.”
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‘—':-‘ Client Processes - [CP310S - Infant/Child Certification] _ & x]|
Ele Edit Window Help
B4 -cd 0% sne o)

Selectliﬂ?h I
WIC ID: | Name: | DOB: | 00/00f0000  WIC Cat.: Tr.Type:|_
| Health History | Diet Azsessment | ME Plan | Frogress Motes | Food Package Assignment |
.| Anthropometry !
Collection | ‘Weight IWeight Length/Height LengthyHt| Wt For | BMI | BMI |Birth| Medical
Date £ 18s | oz IFor Age Eiv Inch |1 8th| RIS For Age | Length O |Data| Motes
P pofojoona [enctisH = of o [Entisn =] o qf > | | [ |
-IBiochemicaI Info li Current Age l_ ]Head Circumference I—
Collection Hemoglobin | Hemataocrit | Blood Lead {in months) Collection Head Circumference MCHS
Duate Level Diate EfM I Tnches |1J’3 Tnches Percentile
L'Jomomooo | 00| 00| 0.0 L"Jomomooo ENGLISH || il i 0,00
Inzert | Eemove | ﬁestationalAgeAdiustl Imsert | Hemove | Wiew Graph |
Ernrollment I Family Summary Screen Imrnunizations Status I Chanae Transaction Type I Determine Eligiiity
|Ready | Newember 17, 2011 01:46 PM [*emita Reyna | Clackamas CHD famnet_test / famnet
L{‘Startl | Ec. :H@ OB 29 PEEMN uwem

4.

Figure 10: “Medical Data” Screen

. The window is very similar to the “Woman Certification” window.

. The “Selection” section will display the client’s information once a
client has been selected.

. The section below the “Selection” section consists of several tabs.

. The tabs’ titles are identical to the ones found in the “Woman
Certification” window except for Breastfeeding Tracking.

. Moving between screens is identical to the navigation in the
“Woman Certification.”

. The certification screens are similar, but with fields and questions

specific to infants and children.

Click on the various tabs to review the different “Infant/Child
Certification” screens.

Exit back to the “Select Modules” screen.

Determine Eligibility Button

When the “Medical Data,” “Health History,” “Diet Assessment” and “NE Plan”
tabs have all received checkmarks, the “Determine Eligibility” button is enabled.
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Up to this point, if no risks have been assigned to the client, a message pops-up
stating, “The Certification is Complete but the Client is still In-eligible. Click on
Determine Eligibility Button to view reasons.” Click “OK” to close the pop-up.

1. Click the “Determine Eligibility” button.

CP0555 - Determine Eligibility

—Determine Eligibility |

Fategary, WWoman

{*' Eligible for WIC
_f" ok Eligible For WIC because

| Ineligibiity Reasans | Assigned |

Close

Figure 11: “Determine Eligibility” Pop-Up

. Eligibility information displays in the pop-up.

. If the client is not eligible for WIC, the ineligibility reasons are
listed.

. The information is display only.

. Click close to close the pop-up.

< Tips and Shortcuts:

. The “BF Tracking” screen is only completed for woman who are
breastfeeding.

. The Enrollment and Family Summary Screen buttons provide shortcuts to
those areas.

. The “Change Transaction Type” button is enabled when a client has been
selected. Clicking the button opens the “Change Transaction” pop-up and
allows you to change the transaction type.
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= Practice Activity:

Use the information from your * Activity Sheet for this practice.

1. Open “Client Processes.”

2. Select “Certification.”

3. Select “Woman.”

4. Select “Health History.”

5. Click on each tab and sub-tab to open each screen.
6. Review each screen.

7. Exit back to “Select Modules™ screen.

v SKkill Check:

For this exercise you will be accessing the “Infant/Child Certification” window.
Once you have opened the window do a screen print. Then answer the following

questions.

1. How do you know which screen is opened in the “Certification” window?
rd

2. How do you know a screen has been completed?

rd

3. How many sub-tabs are located on the “NE Plan” screen?
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4. When is the “Determine Eligibility” button enabled?

rd

5. How many modules are located on the “Food Pkg. Assignment” screen?
rd

= Notes:
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Chapter 3: Client Processes
Section 3: Assessment
Lesson: Risk Criteriaand Risk Level

Objectives:

Upon completion of this lesson the user will be able to:

. assign, adjust, and assess risk and sub-risk factors;

. explain how priorities are computed;

. identify and delete inapplicable computer-assigned risk factors; and
. correctly demonstrate how and when to change the risk level field.

Oregon Policies:

. 657  Migrant Workers: Definition
. 670  Risk Criteria: Overview
. 675  Risk Criteria Codes and Descriptions

Overview:

All clients must have a health or nutrition-related risk to meet eligibility
requirements. TWIST assists you in identifying risks and allows you to add or
delete risks as needed. TWIST compares information you enter into the system to
base table data and assigns risk(s) based on this information.

Once risks have been assigned, TWIST determines the priority and risk level of
the client. Now you will have more time to talk to clients and help them develop
goals and an action plan.

Remember, TWIST does have limitations — it is only a computer program. You
should review all risk assignment information and add or remove risks as needed.

In this lesson you will learn to review system-assigned risks, assign non-system
generated risks, and remove risks that are not applicable to a client.

Instruction:
Assigning and Deleting Risk(s)

The starting point for this section is:
Client Processes & Certification & Woman & Health History
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1. Retrieve the client for whom you want to enter risk
information.

2. Click on the “Risk Factors” sub-tab in the lower left hand
corner.

4 Client Processes - [CP3115 - Woman Cerlification State 1D.1763 Neme.Baker. First DOB.09/09/1977)
Fle Edt ‘oo Help

o+ - [cd ok |1 bd= 2

dselection

1
— )
WICID: [[3350150-01  Mame: Baier, st DoB: [P0S[1577 W Cat.: [WOMA, EXCUUGIVELY Br iy

Medeal Data v ne-li-nium|nmmmm | HEFln | Progiesshoies b] BF Trackng 1 | FoodPka Assigment |

[ Asslgned Risk Factaors ] [Risk Factors Mot Assigned ]

Code Description | code Destription =
p 37 AISTORY OF A BIRTH OF A LARGE FOR GESTATIONAL AGE | lez [POSTRARTUR UNCERWELGHT
_po RECIPIENT CF &ELRE itz POSTRPARTLIM CWERWEIGHT
133 HIGH MATERNAL WEIGHT GAIN

FNEMLA,

1
El] |EAD POISONING
3 HISTORY GF GESTATIOMAL DIABETES
a0
12

HISTORY OF PRETERM DELIVERY

HESTORY OF LOW BIRTH WEIGHT
gl HISTORY OF FETAL CR NEGNATAL LOSS

1 TLEGHANCY AT A YOURNG AGE
il | | | i
T e T
ok actars |
Change e |
o | August 30, 2000 060201 PH | o wiates |Hood Rrver i
Figure 1: “Risk Factors” Screen

. The screen is divided into three sections “Assigned Risk Factors,”
“Risk Factors Not Assigned,” and “Summary.”

. Any system-assigned or manually assigned risk will be displayed
on the left hand side of the screen in the “Assigned Risk Factors”
section.

. System-assigned risks will be bold.

. All of the potential risks that the client may have, based on their

category, are displayed on the right hand side of the screen in the
“Risk Factors Not Assigned” section.

See Job Aids on “Risk List for Women” and “Risk List for Infants
and Children” for more information.

3. Click in the first row in the “Risk Factors Not Assigned”
section.

You can use the down arrow key or the scroll bar to the right to move up
or down the list.
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4.

Select the risk you want to assign by double-clicking on the
risk.

. The risk is moved to the “Assigned Risk Factors” section.
. To delete a risk, double click on a selection in the “Assigned Risk
Factors” section. The risk is moved back to the other column.

(=1 NOTE: A risk factor can be moved between columns by double clicking on it.

S.

8.

9.

Save.

The “Priority” field in the “Summary” section is system-generated and is
calculated based on category and risk.
Tab to the “Risk Level” field.

. This field defaults to the level established in the base tables but can
be changed.
. The staff assigned to each risk level is determined by policy and

the coordinator.

Change risk level by clicking on a selection from the drop
down list.

Save.

Exit.

Tips and Shortcuts:

You may assign any appropriate risk factor to a client.

If you remove a system-assigned risk and then add it back, it will no
longer be bold.

You may delete any risk factor assigned by the system.

This process is the same in both the “Health History” and “Diet
Assessment” tabs.

Practice Activity:

Use the information from your Activity Sheet for this practice.

The starting point for this section is:

1.

Client Processes < Certification <~ Woman < Health History

Access “Client Primary” and return to the “Health History” screen with
your client.
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2. Click on the “Risk Factors” tab in the lower left hand corner.

3. Click in the first row on the “Risk Factors Not Assigned” section.

4, Select risk 334 — Lack of or Inadequate Prenatal Care.

5. Double click to assign the risk.

6. Select risk 372 — Alcohol or lllegal and/or lllicit Drug Use.

7. Double click to assign the risk.

8. Click in the first row of the “Assigned Risk Factors” section.

0. Double click on Alcohol or lllegal and/or lllicit Drug Use to remove
the risk.

10. Save.

11. Tab to the “Risk Level” field.
12. Change the risk to medium.
13. Exit back to “Client Processes.

Skill Check:

Certify a new prenatal client. Once the certification is complete, retrieve the
client and open the “Risk Factor” screen. Make the following changes to your
client’s risk information.

7. Add risk 343 — Diabetes Mellitus.

8. Delete risk 334 — Lack of or Inadequate Prenatal Care.
0. Add risk 359 — Recent Trauma, Burns or Surgery.

10.  Change Risk Level to High.

Once you have entered the information, save your work and do a screen print of
the “‘Risk Factors’ screen. Write your name on the screen print before you turn it
in to the instructor.

Notes:
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Chapter 3: Client Processes
Section 3: Assessment
Lesson: Anthropometric / Biochemical for a Woman

Objectives:

Upon completion of this lesson the user will be able to:

. enter data in the Woman Medical Data screen;

. summarize how medical data is utilized by the TWIST system;

. open and view Woman graphs;

. identify when to use “9s” as the unknown value for anthropometric or

biochemical values.
Oregon Policies:
¢ 625  Nutritional Risk Assessment
Overview:

Collecting, documenting and assessing anthropometric and biochemical data is an
important part of every certification.

TWIST will compare anthropometric and biochemical data to established
standards to determine if a participant is at risk. TWIST will plot anthropometric
data on the appropriate grids and identify anthropometric or biochemical risks.

In this lesson you will learn how to document anthropometric and biochemical
information and view the prenatal weight gain grids for women.

Instruction:

Entering Anthropometric Data

The starting point for this section is:
Client Processes = Certification = Woman = Medical Data
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1. Retrieve the participant for whom you want to enter
anthropometric/biochemical data.
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Figure 1: “Medical Data” Screen

2. Enter the date the height and weight were collected in the
“Collection Date” field.

. This field defaults to the current date but may be changed.
. The correct format is MM/DD/YYYYY.

. A certification will only be marked complete if a date not more
than 60 days in the past has been entered.
o Historical data may be entered.
. Use the “Insert” icon to add additional rows.
3. Tab to the “Prenatal/Postpartum” field and select the

appropriate choice from the drop down list.

4. In the “E/M” field in the “Current Weight” section, select the
unit of measure from the drop down list.

. This field defaults to English.
If English is selected, weight is entered in pounds and ounces.
. If Metric is selected, weight is entered in kilograms and grams.
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o TWIST saves the data in English and defaults to English when the
screen is accessed.
. For an unknown value, fill the “lbs” field with all 9s.

5. Enter the participant’s weight.

6. In the “E/M” field in the “Height” section, select the unit of
measure.

o This field defaults to English.

. If English is selected, height is entered in inches and eighths of an
inch.

o If Metric is selected, height is entered in centimeters and
millimeters.

. TWIST saves the data in English and defaults to English when the
screen is accessed.
. For an unknown value, fill the “inches” field with all 9s.

7. Enter the participant’s height.

/A NOTE: “Weeks Gest.,” “Cumul. Wt Gain/Loss,” and “BMI” are system
generated fields after all the mandatory data fields are completed.

. “Weeks Gest.” is calculated from collection date and the EDD.

. “Cumul. Wt Gain/Loss” is the calculated from most current
weight and prepregnancy weight.

. “BMI” is calculated from current weight and height and displays

for non-pregnant women.

8. In the “Medical Notes” field, double click to open the “Woman
Anthropometry Notes” pop-up.

o Notes may be entered in a free-form text format.
. Click “OK™ to save note and close pop-up.
. Click “Cancel” to close pop-up without saving note.

J NOTE: Information cannot be saved until all mandatory fields on this screen
are filled. After the information on the screen has been saved, data entered may be
modified until the End of Day process has occurred. After End of Day, data
entered becomes display only and cannot be removed or changed. If the
information was entered incorrectly, insert a new row using the “Insert” icon to
enter the correct information.
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Entering Prenatal Data
These fields will be displayed for prenatal participants only.
1. Verify the dates in the “EDD” and “LMP” fields are correct.

o These fields are display only.
o To modify these dates, you must enter the revised information on
the “Intake” screen.

2. Click the “Twins or More” box for awoman with a multiple
fetus pregnancy.

3. Tab to the “Pre Pregnancy Weight” row.

. English is the default choice.

. If English is selected enter prepregnancy weight in pounds and
ounces.

o If metric is selected entered prepregnancy weight in kilograms and
grams.

. The system will calculate the “Prepregnancy BMI.”

Entering Postpartum Data
These fields will be displayed for postpartum participants only.

1. Enter the participant’s “ADD” (Actual Delivery Date) on the
“Intake” screen.

2. Enter the participant’s “EDD” (Estimated Delivery Date) on the
“Intake” screen.

TWIST will calculate weeks gestation based on ADD and EDD.

3. Enter the “Total Weight Gain for the Pregnancy Just
Completed” on the Medical Data screen.

. English is the default choice.

o If English is selected enter weight in pounds and ounces.

o If metric is selected entered weight in kilograms and grams.
4, If needed, enter “Weight Before Last Pregnancy.”

. If client was enrolled during pregnancy, this field will be

automatically filled in from her prenatal data.
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“BMI Before Last Pregnancy” will be calculated from this
field and Height.

Entering Biochemical Data

1.

Enter the date the blood work was collected in the “Collection

Date” field.

. This field defaults to the current date but may be changed.

. The correct format is MM/DD/YYYY.

o Historical data may be entered.

. A certification will only be marked as complete if a date not more

than 60 days in the past has been entered.

Enter the hemoglobin or hematocrit value for the client.

You may enter both a hemoglobin and hematocrit value, but you
must enter one or the other.

For an unknown value, fill the field with all 9s.

If a hemoglobin value less than 5.0 or greater than 18.0 is entered
or if a hematocrit value less than 20.0 or greater than 56.0 is
entered, a warning message will pop-up. To close the pop-up click
“OK "

J NOTE: The “Weeks Gest.” field is system generated and calculated from
the “Collection Date” and “EDD.”

3.

Tab to the “Blood Lead Level” field and enter the blood lead
level value.

This field is optional but is used in risk identification.

Save.

Click the “Insert” button to add additional rows for biochemical
data.

Click the “Remove” button to remove a row of data prior to it
being saved.

Once data has been saved TWIST will compare the client’s data to
the established standards and auto-assign any appropriate risks.

Viewing the Graphs

1.

Click the “View Graph” button.
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The graph screen is displayed after data is saved.

2. Select the appropriate graph from the “ Select Graph” drop
down list.

. For pregnant women, the system will select the appropriate
prenatal weight gain graph to use based on the woman’s
prepregnancy BMI. The four graph options are Underweight,
Standard Weight, Overweight and Obese.

o When the “Twins or More” box is checked, multifetal weight gain
graphs will be available for viewing. The appropriate prenatal
weight gain graph will be selected based on the woman’s
prepgnancy BMI. The four multifetal graph options are
Underweight, Standard Weight, Overweight and Obese.

3. View graph.
4. Click the “Print Graph” button to print the graph.

5. Click the “Close” button to return to the “Medical Data”
screen.

< Tips and Shortcuts:

. To add a row to the “Anthropometry” section, click the “Insert” icon.

. When data has been entered in metric, click the “Refresh” icon to view it
in English.

o If a value is entered that is not within “normal” parameters a warning

message will be displayed stating the value is not with the established
range. Click “OK?” to close the message pop-up. You are not required to
change the value.

. If an incorrect value is entered for height, weight, hematocrit or
hemoglobin and saved, the system will assign risk based on the incorrect
value and will not remove the risk even if the value is later corrected.
Always check the “Risk Factors” tab for accurate risk factor assignment
and add or remove risks as needed,

. When placeholder values are entered for weight and height, TWIST is
unable to calculate cumulative weight gain or loss, BMI, or plot a client’s
data on a grid.

. Use the notes field to record refusal for collecting anthropometric or
biochemical data.

- Practice Activities:

Use the information from your < Activity Sheet for this practice.
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The starting point for this section is:
Client Processes = Certification = Woman = Medical Data

1. Click the “Open” icon to access “Client Search” and select your
participant.

2. Click the “Return with Client” button to return to the “Medical Data”
screen.

3. Click in the “Collection Date” field and enter a date three months ago.

4. Tab to the “Prenatal/Postpartum” field and select “Prenatal.”

5. Tab to the “Current Weight” section and enter your weight in pounds and
ounces.

6. Tab to the “Height” section and enter your height in inches and eighths of
an inch.

7. Tab to the “Medical Notes” field and enter a note.

8. Click “OK” to save note.

0. Tab to “Pre Pregnancy Weight” row and enter your ideal weight in pounds

and ounces.

10.  Tab to the “Biochemical Info - Collection Date” field and enter a date
three months ago.

11. Tab to the “Hemoglobin” field and enter 9.9.

12.  Save your work.

13. Click the “View Graph” button to view your graphs.

14.  Close the graph screen and exit back to the “Client Processes” window.

Great job! You have just completed the “Medical Data” screen. Let’s move on to
the Skill Check to review the process one more time.

v”Skill Check:

Continue with your participant’s new enrollment by entering her anthropometric
and biochemical information. The following are the values that you collected
today at her WIC appointment.

Height —63 inches

Current Weight — 162 pounds
Pre-pregnancy Weight — 149
EDD - 4 months from today
Hematocrit — 34

Print her gestational weight gain grid to turn into your instructors.

& Notes:
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Chapter 3: Client Processes
Section 3:  Assessment
Lesson: Anthropometric/Biochemical for an Infant/Child

Objectives:

Upon completion of this lesson the user will be able to:

. enter and interpret data in the Infant/Child Medical Data screen;

. summarize how medical data is utilized by the TWIST system;

. explain and utilize Infant/Child graphs; and

. interpret and identify when to use “9s” as the unknown value for
anthropometric or biochemical values.

Oregon Policies:

¢ 625  Nutritional Risk Assessment

¢ 626  Hemoglobin and Hematocrit Screening in WIC
¢ 628  Anthropometric Screening

Overview:

Collecting, documenting, and assessing anthropometric and hematological data is
an important part of every certification.

TWIST will compare the participant’s height, weight and blood work data to
established standards and assign risks based on this information. In addition,
TWIST will, plot anthropometric data on the appropriate growth charts.

In this lesson you will learn how to document anthropometric and hematological
information and view the graphs for infants and children.

Instruction:

Entering Anthropometric Data for an Infant/Child

The starting point for this lesson is:
Client Process = Certification = Infant/Child = Medical Data

1. Retrieve the client for whom you wish to enter anthropometric
and/or biochemical information.
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Figure 1: “Medical Data” Screen

Enter the date the height and weight were collected in the
“Collection Date” field.

This field defaults to the current date, but may be changed.
The correct format is MM/DD/YYYY.

Historical data may be entered back to the client’s birthdate.
Use the “Insert” icon to add additional rows.

A certification will only be marked complete if a date not more
than 30 days in the past has been entered.

In the “E/M” field in the “Weight” section, select the unit of
measure from the drop down list.

This field defaults to English.

If English is selected, weight is entered in pounds and ounces.

If Metric is selected, weight is entered in kilograms and grams.
TWIST saves the data in English and defaults to English when the
screen is accessed.

For an unknown value, fill the “Ibs” field with all 9s.

Enter the client’s weight.

The “Weight for Age” field is calculated by the system and displays the
weight for age percentile after the data is saved.

In the “E/M” field in the “Length/Height” section, select the
unit of measure.
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. This field defaults to English.

. If English is selected, length/height is entered in inches and eighths
of an inch.

. If Metric is selected, length/height is entered in centimeters and
millimeters.

. TWIST saves the data in English and defaults to English when the
screen is accessed.

. For an unknown value, fill the inches field with all 9s.

6. Enter the client’s length/height.

7. Select how the client was measured, recumbent (lying down)
or standing, from the drop down list in the “R/S” field.

. This field defaults to recumbent for children less than 2 years of
age.
. This field defaults to standing for children over 2 years of age. The

field may be manually changed to recumbent for children who are
unable to stand for a height measurement.

The “Length/Ht for Age,” “Weight for Ht” and “BMI” fields
are calculated by the system and display the length/height for age,
weight for height percentiles, BMI and BMI percentiles after the
data is saved.

8. Click the “Birth Data” box if the weight and length/height
information entered is the client’s birth data.

J NOTE: If no birth information is entered for clients up to 2 years of age, a
message will pop-up stating “There is no birth information entered for this client.
Would you like to enter it now?” Click “Yes” if you want to enter the birth
information. Click “No” to close the pop-up.

9. In the “Medical Notes” field, double click to open the
“Infant/Child Anthropometry Notes” pop-up.

. Notes may be entered in a free-form text format.
. Click “OK” to save the note and close the pop-up.
. Click “Cancel” to close the pop-up without saving the note.

JANOTE: Information cannot be saved until all mandatory fields on this screen are
filled. After the information on the screen has been saved, data entered becomes
display only and cannot be removed or changed after the date of original entry.
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Entering Hematological Data for an Infant/Child

1.

Enter the date the blood work was collected in the “Collection
Date” field.

. This field defaults to the current date but may be changed.

. The correct format is MM/DD/YYYY.

. Historical data may be entered back to the client’s birth date.

. A certification will only be marked as complete if a date not more

than 60 days in the past has been entered.

Enter the hemoglobin or hematocrit value for the client.

. You may enter both a hemoglobin and a hematocrit value.
. For an unknown value, fill the field with all 9s.
. If a hemoglobin value less than 5.0 or greater than 18.0 is entered

or if a hematocrit value less than 20.0 or greater than 56.0 is
entered, a warning message will pop-up. To close the pop-up click
“OK.”

Enter the blood lead level value if available.

This field is optional.

Save.

. Click the “Insert” button to add additional rows for hematological
data.

. Click the “Remove” button to remove a row of data prior to the

end of the day when the data is entered.

Entering Head Circumference Data for an Infant/Child

The fields in this section are similar to the “Anthropometric” and “Biochemical”
sections of the Medical Data Screen.

1.

w

Enter the date the head circumference measurement was
made.

Select the unit of measure from the “E/M” drop down list.

Enter the client’s head circumference value.
Save.

. Click the “Insert” button to add additional rows for head
circumference data.

Ch 3, 302.4



Oregon WIC TWIST Training Manual June 1, 2012

Click the “Remove” button to remove a row of data prior to the
end of the day when the data is entered

Viewing the Graphs

1.

Click the “View Graph” button.

Graphs are available for viewing after length or height and
weight measurements are entered and saved on the Medical
Data screen.

Plot points will appear as dots or Xs. X is used to indicate that
a recumbent measurement has been plotted on a standing graph
for children over age 2 years.

To enlarge the graph viewing area click the “Maximize”
button.

To return the graph viewing area to the original size click the
“Minimize” button.

Select the appropriate graph from the “ Select Graph” drop
down list.

See the TWIST “Growth Chart” job aid for a list of graphs that
are available in TWIST at each age.

Scroll down to see the graph.

Additional graphs can be viewed by returning to the select
graph drop down.

Click the “Print Graph” button to print a specific graph.

Click the “Print All Graphs” button to print all the graphs.

Click the “Close” button to return to the “Medical Data”
screen.

Viewing Adjusted Age Graphs

In order for premature infants anthropometric data to plot for adjusted age,
information must be entered into the “Gestational Age Adjust” pop-up. The
information is also used to determine system generated risks related to
prematurity. This pop-up would only be completed for infants and children up to

two years of age.

1. Click the “Gestational Age Adjust” button.

Ch 3, 302.5



Oregon WIC TWIST Training Manual June 1, 2012

Z+ Client Processes - [CP3105 - =] x|
File Edit Window Help

|+ —|ZH |0 & & @S|
!

Selection |
WIC ID: | Name: | DOB: [10j00j0000 WIC Cat.: | Tr.Type:I_ |
Medical Data |Haa|th Histoy | DietAssessment | NE Plan | PiogessNotes | BF Tracking | Food Pko. Assignment |
{anthropometry ]
Callction | Wieighk | weiatt LengthyHeioht LengthyHe| W For | BMI | BMI |Birth| Medical
Date I £ | = ‘ oz Ir—ur Agel T | m'l Bthl RS For Age | Length % |Daka| Motes
B jpojoofoo00 [enstisH = [ of of [EnasH || of o - | | |
CP3305 - Gestational Age Adjust
Gestational Age Adjust
Is this a premature Infant: I -
“eeks Gestation: I [i}
[ Biochemical Info - -
Collection Hemoglobin | Hematacrit I Head Circumference MCHS
Date | T Tl M Inches [1f8 Inches| Percentie
L'Jupoopoooo | | | o0 » 00/0000 ENGLISH = of of 0.00
st Fiemoye Gestational Age Adust | inset | | Bemove | Wiew Graph |
Change Transaction Type | Detemmine Elighily |
|Ready | December 01, 2005 025828 PM [ Verrita Reyna | Baker CHD |

listart|| if) @ B 5 || @rovel.| SR | Bsclec.. |[Ecien.. B30z, [WEENE S PUUER  zssem
Figure 2: “Gestational Age Adjust” Pop-Up

2. Select yes or no from the drop down list in the “Is this a
premature infant” field.

. This field defaults to no.
. When yes is selected, the “Weeks Gestation” field becomes
mandatory.
3. Enter the weeks gestation at birth.
4. Click “OK” to save the information and close the pop-up.

Click “Cancel” to close the pop-up without saving the information.

5. Click the “View Graph” button.
. To enlarge the graph viewing area click the “Maximize” button.
. To return the graph viewing area to the original size click the

“Minimize” button.

6. Select the appropriate graph from the “ Select Graph” drop
down list.

. Age adjusted graphs, Length for Age and Weight for Age, will
only be available for premature infants whose weeks gestation
were entered in the “Gestational Age Adjust” pop-up.

8. Click the “Print Graph” button to print a specific graph.
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9.

10.

Click the “Print All Graphs” button to print all the graphs.

Click the “Close” button to return to the “Medical Data” screen.

X Tips and Shortcuts:

You must save the data entered before you can access the “Gestational
Age Adjust” pop-up.

When placeholder values (9s) are entered for weight or length/height,
TWIST is unable to calculate weight for age, length/height for age, weight
for height, and BMI.

When anthropometric and hematological values meet a risk criteria
definition, TWIST will generate the appropriate risk.

If a value is entered that is not within “normal’” parameters a warning
message will be displayed stating the value is not within the established
range. This message is intended to prevent incorrect values being entered.
You are not required to change the value. Click “OK” to close the message
pop-up.

Use the notes field to record refusal for collecting anthropometric or
hematological data.

Age adjusted graphs are available for premature infants up until 2 years of
age.

= Practice Activity:

Use the information from your < Activity Sheet for this practice.

©CoNooA~wWNE

Select “Certification” from the menu bar.

Select ‘Infant/Child” and then “Medical Data” from the drop down menus.
Retrieve the client for which you wish to enter medical data.

Enter the date in the “Collection Date” field for “Anthropometry.”

Select English or Metric from the “E/M” drop down list for weight.

Enter the client’s weight.

Select English or Metric from the “E/M” drop down list for length/height.
Enter the client’s length/height.

Click the “Birth Data” box if the data is birth data.

Enter the date in the “Collection Date” field for “Biochemical Info.”
Enter the hemoglobin or hematocrit value.

Enter the blood lead level if available.

Enter the date in the “Collection Date” field for “Head Circumference” if
available.

Select English or Metric from the “E/M” drop down list for “Head
Circumference.”

Save.

Click the “Gestational Age Adjust” button if the infant is preterm.
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17. Enter the information into the “Gestational Age Adjust” pop-up.
18. Save.

19. View and print graphs.

20. Exit back to the “Client Processes” window.

v"Skill Check:

Use the information from your < Activity Sheet.

Continue with the client’s new enrollment by entering the anthropometric and
biochemical information.

Print the appropriate graphs when they are complete and turn them in to your
instructor.

& Notes:
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Chapter 3: Client Processes

Section 3: Assessment

Lesson: Health History

Objectives:

Upon completion of this lesson the user will be able to:

. correctly select and complete appropriate questionnaires;

. interview clients using the health history questions; and

. demonstrate how the CPA reviewed field is correctly used.

Oregon Policies:

¢ 450  Confidentiality
¢ 625  Nutritional Risk Assessment
¢ 640 Documentation Requirements

Overview:

In TWIST, the “Health History — Questionnaire” screen is one of the first steps
used to determine nutrition and health status of a WIC participant. Information
collected on this screen can be updated when needed and all historical information
is available for you to review at the click of a button.

In this lesson you will learn how to select, complete, update and view health
history information.

Instruction:

Completing the Questionnaire

The starting point for this section is:
Client Processes = Certification = Woman = Health History
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Figure 1: “Health History — Questionnaire” Screen

1. Retrieve the client for whom you want to enter health history
information.
2. From the “Questionnaire” field, select the appropriate

guestionnaire from the drop down list.
3. Tab to the “Visit Date” field.

. This field defaults to today’s date but may be modified.
. The “Entered By field defaults to the current user based on their
User ID.

4, Tab to the “show” field.

. From this drop down menu you may select to display “All”
questions or only “mandatory” questions.
. The questions will be displayed in the “Questionnaire” section

of the screen.
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5. Enter the appropriate answer for each question.

. Click in the question field and scroll over to view the entire
question.

Clicking “Ok” will save the answers and close the pop-up.
Clicking “Cancel” will close the pop-up.

Risks may be generated based on answers entered.

Certain answers may generate additional questions or pop-ups.

There are three types of answer possibilities:

o multiple choice; the answer is selected from the drop down list of
answers.

. masked; the answer is entered in a specific format, such as a date.

. free-form text; the answer is typed in the answer box..

6. Double click in the “Health History Notes” field.

o This opens the “Question Notes” pop-up and allows you to
enter a free form note, as needed.
. A note may be entered for each answer.

[0 4 — (S0 | ®& | & @
|
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WIC ID: [I0946116-01  Name: [Test, Pragnant DOB: [14/01{1988  WIC Cat.: fWOMAN, PREGNANT Tr.Type:F

Medical Data  Health Historp |Diet Agzezsment | ME Flan | Progress Mates I BF Tracking | Food Pka. Assighment |

ﬂ CPA Yerification GW0105 - Notes
Questionnaire: IPrenataI Health His -
_puestlon Notes !
Wisit Date: P2,|’28,|’2008 J Shiow: IAII vl
- =

—| Questionnaire

Mo, Answer Notesl;
o1 el me about your health
_ 2 s this your first pregnanc LI
_ps hen did vou start going LI

4 o you have any medical ;I
b5 o vou take any medicat |
| £ 0 you smoke cigarettes | j LI
J_— 7 oes anvone living in you LI

5 ave you drank beer, wir ;I |

9 ave you used any drugs
— 4 y Il ok I Cancel | LI

10 [In the past & months, has | =]

History |
Questi i | Risk Factors |
Immunizatians Due | LChange Transaction Type | Determine Eligibility |
[Ready | February 28, 2008 11:42 AM |¥erita Reyna | Baker CHD famnet_test? / famnet

}‘ Client Processe. .. I \_J H:\Health Ques... | |&’y® @ @ @ %EN :ﬂ 11:41 AM

i.‘Startl J @Novell GroupWi... I ﬁSelectModules |

Figure 2: “Health History — Question Notes” Pop-Up
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7. Click “OK” to save the note and close the pop-up.
Clicking “Cancel” will close the pop-up without saving the note.
8. View the “CPA Reviewed” checkbox.

. A Competent Professional Authority (CPA) must complete this

checkbox.

. If a non-CPA is entering answers to health history questions, a
CPA must review the answers before checking the box.

. The “Health History” screen will not be marked off as completed

(blue check mark on tab) until this box has been checked and all
mandatory questions are answered.

. The tab can be saved without a CPA checkmark, but the tab will
not receive the completed checkmark.

0. Save.
The “Health History” tab will now have a checkmark.
= Practice Activity #1:

Use the information the client from your < Activity Sheet.

The starting point for this section is:
Client Processes = Certification = Woman = Health History

=

Click the “Open” icon to access “Client Search” and select the client from
your < Activity Sheet.

Click the “Return with Client” button.

Select the prenatal health history questionnaire.

Leave “Visit Date” as today’s date.

Check the “CPA Reviewed” box.

Tab to the “Show” field and select All.

For the question “Do you have any medical problems?” select yes.
Assign Gestational Diabetes and close the pop-up.

Complete the rest of the questions.

0.  Save your work.

BOO~NOUOR~WN

Accessing Questionnaire History

Previous health history questionnaires can be viewed at any time by using the
“History” button.

The starting point for this section is:
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Client Processes = Certification = Woman = Health History =
Questionnaire

1. Retrieve the client for whom you want to view health history
information.
2. On the “Questionnaire” screen, click the “History” button.

The “Questionnaire History” pop-up is displayed.

i Client Processes - [CP3115 - Woman Certification State ID:3075228 Mame: Test, Pregnant DOB:04,/01,;1988]

B8 Fil= Edit Window Help ===l
(B — 2R | 0&F| 4 2R S|
Selection I
Fw:c ID: p0246116-01  Name: [Test, Pregnant DOB: 04/01/1365  WIC Cat.: fWOMAN, PREGNANT Tr.Type: F
Medical Data ~ Health History | Diel . Azsignment |
—{cPa Verification - Questionnaire History |
Queskionnaire: m I Yicit Date I Entered By I
Wisit Date: W _pzxzsxznos jéermita Reyna |l Mm
| Questionnaire
Na. I Answer INotesl;
—
ot ITeII me about your health or p I
2 IIs this wour first pregnancy? L”
3 phen did you skart gaing bo a care yet, in the First trime ||
4 Do you have any medical prab =l
5 po wou take any medications? ;”
5 po vou smoke cigaretkes nows? L”
7 Does aryane living in your hoo =l
& Have you drank beer, wine, o =l I
9 Have wou used any drugs {str ;”
p 10 IIn the past & maonths, has som L” LI
0] I Cancel History |

Questionnaire | Fisk Factors |

Immunizations Due | Change Tranzaction Type | Determine Eligibility |
|Ready | February 28, 2008 11:43 &M |Wemita Reyna | Baker CHD famnet_test? / famnet

@) start| | % Novel Groupwi... | = H:\Health Ques... | & WO UXMBNE a2am
Figure 3: “Health History — Questionnaire — History” Pop-Up

f Select Modules ... | B Client Process...

3. Select the questionnaire you want to view and click “OK.”
. The questionnaire is displayed.
. The questionnaire is view only and cannot be modified unless it
was created today.
o To close the pop-up without selecting a questionnaire, click
“Cancel.”
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4.

o To view another questionnaire, click the “History” button and
repeat the process.

Exit the screen.

= Practice Activity #2:

Use the information the client from your < Activity Sheet.

The starting point for this section is:

arwN

Client Processes = Certification = Woman = Health History

Click the “Open” icon to access “Client Search” and select the client from
your < Activity Sheet.

Click the “Return with Client” button.

Click the “History” button.

Select the oldest “Visit Date” and click OK.

View the questionnaire.

< Tips and Shortcuts:

After the questionnaire has been completed and saved you can view the
risks by clicking on the “Risk Factors” tab.

In order to get the medical conditions pop-up after the questionnaire has
been completed, just change the answer back to “no,” then change it again
to “yes.” This will bring the pop-up back again and allow you to change or
make additional selections.

You will be able to change answers to a questionnaire until the end of the
day that the questionnaire was originally completed.

To add a questionnaire (i.e.; for a follow-up visit), click on the “+” icon
and select a questionnaire from the drop down menu.

v”Skill Check:

1.

Find a partner for this Skill Check. You will be taking turns interviewing
each other and entering answers on the “Health History - Questionnaire”
screen.

Since you have already completed a Health History Questionnaire for
yourself you will need to create a new pregnant client.

Using this new client, complete the “Health History - Questionnaire”
screen for this pregnant woman as you interview your partner. Do a screen
print of the completed questionnaire. Then switch, and allow your partner
to interview you.
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4. The client has come in for a Nutrition Education appointment. You’d like
to view the original Health History Questionnaire from this certification.
Find the questionnaire on TWIST and do a screen print.

5. Write your name on the screen prints and turn them into your instructor.

& Notes:
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Chapter 3: Client Processes
Section 3: Assessment

Lesson: Diet Assessment
Objectives:

Upon completion of this lesson the user will be able to:
. correctly utilize the “diet assessment” function;
. complete the Questionnaire sub-tab;

Oregon Policies:
¢ 625  Nutrition Risk Assessment
Overview:

Helping clients improve their eating habits is an important part of WIC services.
TWIST assists this process by providing the Diet Assessment Questionnaire to
help you assess and identify dietary risks and goals for the client.

This lesson teaches you how to complete the diet assessment questionnaire that
will help you provide appropriate nutrition education to participants.

Instruction:

Completing the Questionnaire

The starting point for this section is:
Client Processes = Certification = Woman = Diet Assessment

1. Retrieve the client for whom you want to enter diet
assessment information.
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Client Processes - [CP3115 - Woman Certification State ID:3078228 Mame: Test, Pregnant DOB:04,/01,/1988]

68 File Edit Window  Help 18] x|
[B |- @ |[0F | & @S|

Sele n I

WIC ID: I0346116-01  Mame: [Test, Pregnant DOB: [14/01{1958  WIC Cat.: [WOMAN, PREGNANT Tr.Type:F

Medical D ata I Health Histony Diet Assessment |NE Flan | Progress Motes | BF Tracking | Food Pkg. Assignment |

| CPA ¥erification |

(eI eyl ' enatal Diet Assessment
Yisik Date: IW Entered By: |‘v‘ernita Reyna Sho_w:lm
| Questi ire |
Ma. | Question Answer |N0tes|;
L 1.1 ITeII me about how you are eating. o I_
1z hat do you like about the way vou eat?
L3 hat concerns do vou have about the way you eat?
. o you have any discomfarts with eating during this pregnancy? LI
_|p=f other LI
st hat concerns, if any, do you have about weight: gain with pregnancy?
_pa hat Foods, if any do you avoid For health or other reasons?
__IPs.1 freyouena low calorie or special diet? LI
et payoueat anything that is not Food? LI e
7.1 }Qre wou kaking a vitamin with iron or iron supplement? ;” ﬂ
Hiztary |
Questi i | Riigk Factars |
Immunizations Due | LChange Tranzaction Type | Determine Eligibilits |
|Ready | February 28, 2008 11:44 AM | *emita Reyna | Baker CHD famnet_test2

B3 Client Process... ) H:\Health Ques... | |ﬂ, —y@ @ W @ Eﬁ@ N :ﬁ 11:43 AM

i’Startl J % Novell GroupWi... | B4 select Modules ... |

Figure 1: “Diet Assessment” Screen

2. From the “Questionnaire” field, select the appropriate
guestionnaire from the drop-down list.

3. “Visit Date” field.

. This field defaults to today’s date but may be modified.
. The “Entered By field defaults to the user’s login ID.

4. “Show” field.

. From this drop-down menu, you may select “All” questions or
“Mandatory” questions from the drop-down list.
. The questions will be displayed in the “Questionnaire” section

of the screen.

5. Enter the appropriate answer for each question that applies to
the participant.

. Click in the question field and scroll over to view the entire
question.
. Risks may be generated based on answers entered.
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. Certain answers may generate additional questions or pop-ups.

There are three types of answer possibilities:

. multiple choice; the answer is selected from the drop down list of
answers.

o masked; the answer is entered in a specific format, such as a date.

. free-form text; the answer is typed in the answer box.

A blue checkmark on the Diet Assessment tab will be generated when the
mandatory question is answered and the questionnaire is saved.

6. Double-click in the “Diet Assessment Notes” field.
lient Processes - [CP311S - Woman Certification State ID:3078228 Name: Test, Pregnant DOB:04,01,1988]
B Fle Edit Windw Help =1 |
(B e - cE|[0%F | % 2@a|S|
Selection I
WIC ID:P0946116-01 Mame: I'I'est, Pregnant DOB: pﬁomgas WIC Cat.: |WOMAN, PREGMANT Tr.Type:F

Medical D ata I Health Histary Diet Assessment |NE Flan | Frogress Motes | EF Tracking | Food Pkg. Assignment |

ﬂ CPA Yerification GW0105 - Notes
Questionnaire: |Prenatal Diet Asses <
I —Question Notes ]
Wisit Date: l:l2,f28,|’2008 _I Show: IAII vl
- =
| Questi ire
Ma. Answer Notesl;
——
L 1.1 [Tell me about how you an
1.2 fwhat do you like about tE
L3 hat concerns do vou ha
= 0 you have any discomf LI
o2 other LI
3.1 Mhat concerns, if any, dc ;I
P hat Foods, if any do you
__IPs. freyouena lows calorie © LI
6.1 Do you eat anything that - L=
— ok I Cancel | _I
= 7.1 lare you kaking & vitamin « ;I ﬂ
Histary |
Questi i | Riigk Factars |
Immunizations Due | LChange Tranzaction Tupe | Determine Eligibilite |
|Ready | February 28, 2008 11:45 AM | Vemita Reyna |Baker CHD famnet_test2 £ famnet

B2 SelectModuIes...l B2 Client Process... |} H:\Health Ques...l |&’y® @w @%&N:ﬂ 11:43 AM
Figure 2: “Diet Assessment Notes” Pop-Up

[ 2] Startl J % Novell GroupWi... |

. This opens the “Notes” pop-up and allows you to enter free form
notes as needed.
o A note may be entered for each answer.
7. Click “OK” to save the note and close the pop-up.

To close the pop-up without saving, click “Cancel.”
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8.

Save.

= Practice Activity #1:

Use the client from your @ Activity Sheet for this practice.

The starting point for this activity is:

Nogakown

Client Processes = Certification @ Woman = Diet Assessment =
Questionnaire

Click the “Open” icon to access “Client Search” and select the client for
whom you want to enter diet assessment information.

Click the “Return with Client” button.

Select the pregnant woman questionnaire.

Leave “Visit Date” as today’s date.

Tab to the “Show” Field and select All.

Enter the answers on the attached questionnaire.

Save your work.

Accessing Questionnaire History

Previous diet assessment questionnaires can be viewed at any time by using the
“History” button.

The starting point for this section is:

Client Processes = Certification = Woman = Diet Assessment =
Questionnaire

Retrieve the client for whom you want to view diet assessment
information.

On the “Questionnaire” screen, click the “History” button.

The “Questionnaire History” pop-up is displayed.
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7% Client Processes - [CP3115 - Woman Certification State ID:3078228 Mame: Test, Pregnant DOB:04,/01,1988]

B8 Fil: Edit Window Help 18] x|
[l - cE|[0%F | % 2@a|S|
Selection I
WIC ID: I0346116-01  Mame: [Test, Pregnant DOB: [14/01{1958  WIC Cat.: [WOMAN, PREGNANT Tr.Type: F ‘
" . CP3905 - Diet Assessment Histor L .
MedoolDota | HeathHitoy v F{CP3905 - Diet Assessment History | FFSSE— |
ﬂ CPA Yerification -| Questionnaire History I
Cuestionnaire: IPrenataI Diet Assessme | Visit Date | Entered By I
Wisit Diate: 52,1'28,1’2008 l 2{28(2008 I‘v‘ernita Reyna Shows: IAII vl
| Questi ire
Mo, | Answer |Notes|ﬂ
—
_im.z IWhat do you like about the we
1.3 Mthat concerns do you have a
J 1 0 you have any discomforts 1 LI
|2 [Other LI
s hat concerns, if any, do yoo
4,1 fhat foods, if any do you ave
__IPs.1 JAreyouena lows calorie or spe LI
6.1 Po you eat anything that is nc LI
P71 e vou taking a vitamin with i LI
p los.1 piet assessment complete: die L” =
;8 I Cancel .
Hiztary |
O i | Riigk Factars |
Immunizations Due | LChange Tranzaction Type | Determine Eligibilits |
|Ready | February 28, 2008 11:46 AM | *emita Reyna | Baker CHD famnet_test2 / famnet

& Startl J @ Novel GroupWi... | B3 Select Modules ... |

B3 Client Process... ) H:\Health Ques... | |& ’y@) @ w @ Eﬁ@ N :H 11:44 AM

4.

Figure 3: “Diet Assessment - History” Pop-Up

Select the questionnaire you want to view and click “OK.”

. The questionnaire is displayed.

. The questionnaire is view only and cannot be modified on this
screen unless it was created today.

o To close the pop-up without selecting a questionnaire, click
“Cancel.”

o To view another questionnaire, click the “History” button and

repeat the process.

Exit.

= Practice Activity #2:

Use the client from your ® Activity Sheet for this practice.

The starting point for this activity is:
Client Processes = Certification = Woman = Diet Assessment =
Questionnaire
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arwN

Click the “Open” icon to access “Client Search” and select the client for
whom you want to view diet assessment history.

Click the “Return with Client” button

Click the “History” button.

Select the oldest “Visit Date” and click “OK.”

Return to the “Questionnaire” screen.

X Tips and Shortcuts:

After the questionnaire has been completed and saved, you may view the
diet risks by clicking on the “Risk Factors” tab. The process for changing
these risks is the same as in the Risk Criteria and Level lesson.

Ask only the optional questions appropriate for the individual participant.

Questions can be asked in any order.

v"Skill Check:

Now that you have learned how to use the “Diet Assessment” screens, let’s take a
few minutes to practice these functions again. Pair up with another person and
take turns being the client.

1. Complete the “Diet Assessment Questionnaire” for your client.
2. Print the screen after they are complete.
& Notes:
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Chapter 3: Client Processes
Section 4: First Nutrition Education Contact
Lesson: Interventions

Objectives:

Upon completion of this lesson the user will be able to:
o utilize “Last Visit Summary” and “Risks/Interventions” screens; and
o explain and utilize nutrition education interventions.

Oregon Policies:

¢ 800  Nutrition Education: Introduction and Overview
¢ 810  Nutrition Education: Making Education Available
¢ 820  Nutrition Education: Participant Contacts

¢ 830  Nutrition Education: Documentation
Overview:

TWIST provides you with a variety of screens to document client’s information.
The “Last Visit Summary” and “Risks/Interventions” screens consolidate
information and are a useful starting point for providing nutrition education.

Instruction:

Accessing the “Last Visit Summary” Screen

This screen can be used to view nutrition education information from the client’s
last visit.

The starting point for this lesson is:
Client Processes = Certification ® Woman = Nutrition Education Plan

J9 NOTE: At an initial certification visit all sections will be blank.

J/ NOTE: This screen will be covered in Chapter 3 Lesson 900 Individual
Follow-up and Chapter 3 Lesson 700 Recertification.

Accessing the “Risks/Interventions” Screen

The starting point for this section is:
Client Processes = Certification ® Woman = Nutrition Education Plan
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1. Click the “Risks/Interventions” tab to view the screen.

. The client’s “Risks/Interventions” are displayed.
o The combined “Risk Factors” from the “Health History”
screen and “Diet Assessment” screen are displayed.

o System assigned risks will be displayed in bold.
o Intervention recommendations assigned to the risk can be viewed
here.

2. To add additional risks, click the “Insert” icon.
The “Visit Date” field defaults to the current date, but may be modified.

3. Tab to the “Risk Code” field and use the drop down arrow to
select the risk you wish to add.

If an intervention is associated with the risk it will be displayed.

4. Double click on an “Intervention” to view the complete
information about the recommended intervention.

The complete intervention will be displayed in the “Intervention Text”

pop-up.
File  Edit Help
P EEEHPERER &
|Selectinn |
WIC ID: D0773326-01  Mame: Pregnant, Woman DOB: [10/10/1975  WIC Cat.: J/CMAN, PREGNANT Tr.Typesfi

Medical D ata Vl Health Hiztary v] Diet Azsessment v ME Plan lProgress Motes l EF Tracking l Food Pkg. &ssignment l

| Risks/Interventions |

| Visit Date |RiskC0de| Risk Factors | Inkervention
[11/19/2002 [101  [~]|PREPREGNANCY UNDERWEIGHT [

p [[riisizooz [l ] frecAn DIETS [

Priarity: |—2 Risk Level:
m_ Risks/Inter i |NE Frovided ] Goals I Fieferrals ] Mext Appointment J
Change Transaction Type | |
Save | Movember 19, 2002 09:54:38 AM [ Julia Hansel | Douglas CHD
gl start| | & % GroupWwis... ‘ xWDrdF’erfe..l [ Select Mo... | E3 Client P._. R N Munap sl 3544M

Figure 1: “Risks/Interventions” Screen
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5. Click “OK” or “Cancel” to close the pop-up.
6. Tab to the “Risk Level” field.

This field defaults to a system generated risk level based on the client’s
risks, but it may be modified using the drop down menu.

J/ NOTE: The “Priority” field defaults to the appropriate priority and may not
be changed.

7. Save.
Adding a Local Intervention

The starting point for this section is:
Client Processes = Certification ® Woman = Nutrition Education Plan

1. Double click on the Intervention Text line for the risk code for
which you are adding text.

o The upper box is display only and may contain the state
intervention text.
° The lower box is for the local intervention text. The cursor will

appear in the lower box for you to begin typing.
2. Type your intervention text in the lower box.
3. Click “OK.”

Save.

X Tips and Shortcuts:

o Risks may be added in this screen but can be deleted only in the “Health
History - Risk Factors” and “Diet Assessment - Risk Factors™ screens.
o To remove a blank row before a risk is assigned use the “Remove” icon.

= Practice Activities:
Use the client from the *= Activity Sheet for this practice.

The starting point for this activity is:
Client Processes =@ Certification @ Woman = Nutrition Education Plan

1. Click the “Risk/Interventions” tab at the bottom of the screen.
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2. Click on the “Open” icon to access “Client Search” and select the client
from your * Activity Sheet.

3. Click the “Return with Client” button.

4. Review the information displayed.

5. Double click on a risk to view the “Intervention” pop-up.

6. Click “OK” to close the pop-up.

7. Click on the “Visit Date” field and click the “Insert” icon to add a blank
TOW.

8. Tab to “Risk Code” and select a risk from the drop down list.

9. Tab to the “Risk Level” field and select the change the risk level.

10. Save and exit.

v” SKill Check:

Retrieve a client for client primary.

Find a partner for this activity. You and your partner will take turns counseling
each other on a nutrition education topic. Be sure to use the client name listed on
the Activity Sheet.

I. Access the complete “Intervention” for help with the counseling topic you
choose.

2. Print the “Intervention Text” pop-up that you use. Write your name on the
print out and turn it in to the instructor.

& Notes:
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Chapter 3: Client Processes
Section 4: First Nutrition Education Contact
Lesson: Nutrition Education Provided

Objectives:

Upon completion of this lesson the user will be able to:

o select Nutrition Education (NE) topics and materials;

o describe the NE topics and material, their meaning, and how they are
organized.

Oregon Policies:

¢ Policy 425  Ordering State Produced Materials

¢ Policy 800  Nutrition Education: Introduction and Overview
¢ Policy 830  Nutrition Education: Documentation

¢ Policy 840  Nutrition Education Materials: Evaluation Criteria
Overview:

Accounting for all the nutrition education materials you share with your clients
can be overwhelming. TWIST simplifies tracking this information. The “NE
Provided” screens allow you to document the dates and topics discussed and any
materials provided. This, as well as previous certification information, can be
reviewed at any time. The client will no longer say, “You gave that handout to me
already. Do you have anything different?”

Instruction:

Documenting NE Provided and Materials Provided

The starting point for this section is:
Client Processes = Certification ® Woman = Nutrition Education Plan

1. Click on the “NE Provided” tab at the bottom of the window.
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‘;? Client Processes - [CP3115 - Woman Certification State 1D:2351357 Mame:Pregnant, Woman DOB:10/10/1975]

File  Edit Help

It = EH |0 | & 2 ?

|5election |

WIC ID: I0773326-01  Name: Pregnant, ¥oman DOB: [10{10{1975  WIC Cat.: fWOMAN, PREGNANT Tr.Type: i

Medical Data Vl Health Higtory w] Diet Assessment  «  ME Plan lProgress Mates l BF Tracking l Food Pkg. Assighment l

[NE Provided |
Date Provided | Topic |
_[riyisreonz [ExERCISE [=1

@

| Materials Provided |

| Dake Provided | Title Form No.
J|11;19;2002 |Breastfeeding. . .The Gift of Love {Spanish) |v 15-756-SPM-BF -
Insert | Remaove Search By Topic |
Last Visit Summary I Rigks/Interventions ME Provided | Goalz I Referralz I MNext Appointrment I
Change Transaction Type | |
Save | Newvember 19, 2002 09:56:05 AM [ Julia Hansel | Ciouglas CHD
i Start g 3 Groupwis.. | xw’ordperfe..l Select Mo... | E& Client P._. LQ@Q N %@Og] 956 AM

Figure 1: “NE Plan — NE Provided” Screen

2. Retrieve the client for whom you want to document education
provided.

3. Click on the “Date Provided” field in the “NE Provided”
section.

The “Date Provided” field defaults to the current date, but may be
modified.

4. Tab to the “Topic” field and select the topic for your client
from the drop down list.

Click the “Insert” icon to add a new row.

5. Click on the “Date Provided” field in the “Materials Provided”
section.

This field defaults to the current date, but may be modified.
6. Tab to the “Title” field and select a material title.

The “Form No.” field will auto fill with the appropriate form number.
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Click the “Search By Topic” button to search for a material by
a general topic.

8. Select a “Topic”, “Sub-Topic”, and “Form Title”.
9. Click “OK” or “Cancel” to close the pop-up.
10.Save.

11. Exit.

J4 NOTE: Click on the “Insert” button to add a new row.

- Practice Activities:

Use the information for the client from your ® Activity Sheet for this practice.

The starting point for this activity is:

Client Processes = Certification ® Woman = Nutrition Education Plan
= NE Provided

1. Retrieve the client for whom you wish to document education provided.
2. Click in the “Date Provided” field and verify the date.

3. Tab to “Topic.”

4. Select the appropriate topic.

5. Click the “Date Provided” field in the “Materials Provided” section.

6. Verify the date.

7. Tab to the “Title” field.

8. Select the appropriate handout.

0. Click the “Insert” button to add a new row.

10. Click on the “Search By Topic” button.

11. Select a “Topic”, “Sub-Topic” and “Form Title” from the drop down lists.
12. Click “OK” to exit the pop-up.

13. Click the “Remove” button to remove the second row.

14. Save.

15. Exit.

v” Skill Check:

For this exercise you will document additional Nutrition Education provided to a

client.

Today you see a new prenatal client. Based on her nutrition risks, document two
nutrition education topics of her choice with the appropriate materials provided.
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Do a screen print of the “NE Provided” screen. Write your name on the screen
print before turning it in to the instructor.

& Notes:
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Chapter 3: Client Processes

Section 4: First Nutrition Education Contact

Lesson: Next Steps

Objectives:

Upon the completion of this lesson all users will be able to:

. operate and print the “Nutrition Education - Next Steps” screen; and

. define the meaning of the status of the participant’s nutrition education
“Next Step”.

Oregon Policies:

¢ 820  Nutrition Education: Participant Contacts
¢ 830  Nutrition Education: Documentation

Overview:

At the beginning of each certification period we help our clients decide what steps
they are willing to take towards improving their health or diet. We call these
decisions “Next Steps” to show the steps they are willing to take. Throughout the
certification period we assess their progress and, if necessary, redefine the “Next
Steps” to ensure they are working for the client. Recording our clients’ progress
is simplified in TWIST. The “Next Steps” screen provides one location in which
the chosen step and the progress on the step is documented. Also available on the
screen is the client’s nutrition education visit history. This information will be
useful as staff track the client’s progress towards the change they are working on.

Instruction:

Documenting Next Steps

The starting point for this section is:
Client Processes = Certification ® Woman = Nutrition Education Plan

1. Click on the “Next Steps” tab at the bottom of the screen.
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% Client Processes - [CP310S - Infant/Child Certification State ID:3090611 Name: Preferences, Appointmer

B3 File Edit Window Help

B+ - H &% @ 5
Selection I
WIC ID: p0946123-01 MName: Preferencas, Appaointment DOB: |12,|’02,|’2007 WIC Cat.: IINFANTJ MCOMBREASTFEEDIMG, O-: Tr.Type:F ‘

tedical Data vl Health Hiztorny vl Diet Assessment v ME Plan |F'mgress Motes | BF Tracking | Food Pko. Assignment |

—{ Next Steps I
| ¥isit Date | Next Steps | Status | Date Ended |
P [psioazong | [hiot Rizady ~ |pojoo/oooo

—NE ¥isit History |
| wisitoate | Appt, Tvps Class Title | attended |

Last Visit Summary | Risks/nterventions | ME Provided Mesxt Steps |F|eferrals | Mext Appaintrent I

Immunizations Due | LChange Tiansaction Type | Determine Eligibiity |

Figure 1: “NE Plan — Next Steps” Screen

2. Retrieve the client for whom you want to document “Next Steps.”
3. Click in the “Visit Date” field.
This field defaults to the current date but may be modified.

4, In the “Next Steps” field, enter the step your client has
identified.

. This is freeform text.
. If the client has more than one step, click “Insert” icon to add a
new row.

5. Select the appropriate “status” for the step they have
identified.

© See Job Aid “Next Steps Statuses” for more information.

6. Tab to the “Date Ended” field.

When a “Status” is selected which end dates the row, this field defaults to
today’s date but may be changed.
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J NOTE: The “NE Visit History” displayed in the lower section of the screen is
populated from the “Last Visit Summary” screen. This section is display only.

7. Save.

8. Exit.

X Tips and Shortcuts:

. To add additional rows of information click the “Insert” icon.
. Once a row has been saved it may not be removed.

= Practice Activities:
Use the client from your * Activity Sheet for this practice.

The starting point for this section is:
Client Processes = Certification = Woman = NE Plan => Next Steps

1. Click on the “Open” icon to access “Client Search” and search for the
client from your * Activity Sheet.

2. Click the “Return with Client” button.

3. Leave the date as today’s date.

4. Tab to “Next Step” and enter Increase to 5 servings of fruits and
vegetables daily.

5. Change the “Status” to “In Progress”.

6. Save your work.
7. Exit back to the “Client Processes” window.
v” Skill Check:

Retrieve a certified prenatal client.

For this exercise you will be helping your client review Next Steps set at the last
appointment. Change the status of her current steps and add a new one.
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Chapter 3: Client Processes

Section 4: First Nutrition Education Contact
Lesson: Referrals
Objectives:

Upon completion of this lesson the user will be able to:
o utilize the “Referrals” tab and print referrals.

Oregon Policies:

¢ 470  Local Program Outreach

¢ 481  Immunization Screening and Referral Protocol
¢ 830  Nutrition Education: Documentation

¢ 880  Referrals: Alcohol, Tobacco and other Drug Use
¢ 885  Other Referrals: Required and Recommended
Overview:

Referring clients to other services is an important part of WIC. In the “Nutrition
Education Plan” function you can document all referrals given to a client and
print the information for the client to take. This time-saving feature allows you to
keep quality records of referrals and provides referral agency information that is
available at the click of a button. In this lesson you will learn how to document
referrals and print out referral information.

Instruction:

Documenting Referrals

The starting point for this section is:
Client Processes = Certification ® Woman = Nutrition Education Plan
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1. Click on the “Referrals” sub-tab at the bottom of the screen.

‘%‘ Client Processes - [CP3115 - Woman Certification State ID:1763 Name:Baker, First DOB:09/09/1977]
File Edit ‘“window  Help

[ - | SE 0% | s B2 2|
]

’,| Selection

|
WIC ID: [13450150-01  Mame; Baker, First DOB: P0G/1977  WIC Cak.: MiOMAN PREGHANT Tr.Type:F ‘

Medical Data VI Health Histary v‘l Diet Assessmert v ME Plan » |Prngress Motes J'il BF Tracking 1 I Food Pkg. Assignment |

[Referrals |

Yisik Date Referral Category Crganization Phone Mumber I Shakus Date Ended I
b fo9/iz/z000  [EMERGENCY FOOD SOURCES | [Example = | f4ze)518-9587 0 Eecommended 30 | TREEEETE
09/12/2001  (CHILDREM WITH SPECIAL HEAL® w | |Planned Parenthood Association = | [123)123-1254 x12544 IRecDmmanded | \pojoojo000

Mare Info, I

Last Yt Summary I Risks/nterventions ME Prowided I Goakk  Referrals | Mest Appointment I
Change Transaction Type | Determine Eligibility |
| September 17. 2001 0340:28 PM | Jeff \Waite | Hood Riiver 2
| Rready

Figure 1: “NE Plan — Referrals” Screen
2. Retrieve the client for whom you want to document referrals.
3. Click in the “Visit Date” field.
This field defaults to the current date but may be modified.

4. On the “Referral Category” field, select the type of referral you
want to make.

o The referral categories are state populated.
o Referral categories include, but are not limited to
“BreastfeedingServices,” “Food Resources,” and “Immunizations.”

J/ NOTE: The referral information entered on the “Enrollment” screen will carry
over to the “NE Plan — Referrals” screen.
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5. Tab to the “Organization” and select the appropriate
organization.

J The “Phone Number” is system generated if the organization
information has been completed.
o More referral organizations can be added. Refer to Chapter 8

Lesson 102 Referral/Outreach Organizations (SUT).
On the “Status” field, select the current status of the referral.

o The “Date Ended” ficld is grayed out until the “Status” is
marked as “Completed.”

° When the “Status” is marked as “Completed,” “Not Addressed,”
“No Longer Applicable," “Participating,” or “Refused” this field
defaults to today’s date but may be modified.

© See Job Aid “Referral Statuses” for more information.

6. Save.

7. Select the organization for which you wish to print referral
information.

8. Click the “More Information” button in the lower right hand
corner of the screen.

The “Referrals from WIC” pop-up is displayed.

CP230S - Referrals from WIC '

—IREferraI Organization Details I

Crganization Mame: IOREGON HEALTH PLAMN
Address: |1425 BEAVERCREEK RDr

City: JOREGOM CITY State: IOR Zip! |9m45
Phone:  [S03)655-8336
Email: |

Web Site: http:,l',l'www.u:uregnn.gov,l'DHSIassistance,l'localnl‘ﬁces.shtml

Description:  (0Open Monday ko Friday, & ta 5, Call for an appointment. They
il need proof of income.

Figure 2: “Referrals from WIC” Pop-Up
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9. Click “Print” to print the referral information.
10. Click “Close” to close the pop-up.

11. Exit.

X Tips and Shortcuts:

o To add additional rows of information, click the “Insert” icon or press tab
when in the “Date Ended” field.
° To remove a row of information, use the “Remove” icon.

= Practice Activities:
Use the client from your * Activity Sheet for this practice.

The starting point for this section is:
Client Processes = Certification ® Woman = NE Plan = Referrals

—

Click on the “Open” icon to access “Client Search” and select the client
from your * Activity Sheet.

Click the “Return with Client” button.

Leave the “Visit Date” field as today’s date.

Tab to “Referral Category” and select Oregon Health Plan/Medicaid.
Tab to “Organization” and select the appropriate organization.

Tab to “Status” and select Completed as the “Status.”

Enter today’s date in the “Date Ended” field.

Click the “More Info.” button.

. Click “Print” to print the referral information and then close the pop-up.
0. Save your work.

1. Exit back to the “Client Processes” window.

—Z 0PN LR W

You’re doing great! Let’s try one more set of referrals before we move on.
v” Skill Check:

For this exercise you make two referrals for your client. Retrieve a postpartum
client from client primary.

The client is a 20-year-old breastfeeding mother with a six-week-old infant.

The mother has just lost her job at a local fast food restaurant, but is hoping to
find part-time employment soon. She needs breastfeeding support after hours and
weekends and financial support to help her through this difficult period.

Make two appropriate referrals for her.
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Make printouts with the referral information to give to the client. Write your name
on them before turning in to the instructor.

& Notes:
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Chapter 3: Client Processes
Section 4: First Nutrition Education Contact
Lesson: Progress Notes

Objectives:

Upon the completion of this lesson all users will be able to:
. utilize and interpret the “Progress Notes” tab; and
. distinguish between “Progress Notes” and other “Notes” in TWIST.

Oregon Policies:
¢ 830  Nutrition Education: Documentation
Overview:

It is important to document information on each client and TWIST provides you
with a variety of screens and pop-ups to ensure all pertinent information is
recorded.

There are several “notes” functions in TWIST. Most pertain specifically to the
area where they are found. For instance, notes on the anthropometrics screen
refer specifically to information found on that screen. Notes in the intake area are
available to all staff and would be similar to the sticky notes that we find in all
paper charts.

“Progress Notes,” however, are free-form medical-record notes in the traditional
SOAP format (subjective, objective, assessment, plan) and are to be used
primarily by a high-risk counselor for a care plan or by the certifier to note
information specific to a person’s risk criteria or certification. Information
entered in Progress Notes should be information that would not normally be
entered in a regular TWIST field.

Instruction:

Documenting Progress Notes

The starting point for this section is:
Client Processes = Certification = Woman = Progress Notes
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‘—-f-‘ Client Processes - [CP3115 - Woman Certification State 1D:2351357 Mame:Pregnant, Woman DOB:10/10/1975]

File Edit “indow Help

(B 4+ - =E 9F s 2@ S|P
|

Selection |
WIC ID: IJD??3326—01 Name: FregnantJ ‘W arman DOB: |1 0/10{1975  WIC Cat.: IWOMP.N, BEREASTFEEDIMG AMD SL Tr.Type:F ‘
Medical Data  « | Health Histary | Diet Assessment | ME Plan v Progress Notes | BF Tracking | Food Plkg. Assignment |
-| Progress Notes i
I Date Tvpe ote Entered By |
I12,|'D4,|'2002 SUBJECTIVE + [Participant stated that she is living with friends right now. Pulia Hansel
12f04/2002 |ASSESSMENT ~ [[Diet needs improvement, Pulia Hansel
> PLAMN ~[[Eat an apple as a snack everyday, Pulia Hansel
Change Transaction Type | Determine Eligibility
|Ready | December 04, 2002 08:25:33.4M [ Julia Hansel | Douglas CHD

iaﬁlalll“ g |J @Groupw’is...l RWordF’erfe...l ‘—';‘ SelectMo...l ||@$<B§N Eﬂmog 2:25 Ak
Figure 1: “Progress Notes” Screen

[ Client P...

1. Retrieve the client for whom you want to document a progress
note.

2. Click in the “Date” field.
This field defaults to the current date but may be modified.

3. Tab to the “Type” field and select the type of note you want to
make.

4, Double click in the “Notes” field to open the “Notes” pop-up.
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‘—-f-‘ Client Processes - [CP3115 - Woman Certification State 1D:2351357 Mame:Pregnant, Woman DOB:10/10/1975]
File Edit “indow Help

[+ - H 0% | s @S2
Selection I
WIC ID: IJD??3326—01 Name: FregnantJ ‘W arman DOB: |1 0/10{1975  WIC Cat.: IWOMP.N, BEREASTFEEDIMG AMD SL Tr.Type:F ‘
Medical Data  « | Health Histary | Diet Assessment | ME Plan v Progress Notes | BF Tracking | Food Plkg. Assignment |
—IProgress Notes GW0105 - Notes
|  pae Type Progress Notes | Entered By |
I12,I'D4,|'2002 SUBJECTIVE I ;I kel
I12,I'D4,I'2002 ASSESSMENT Fel
> |12m4;2002 PLAM Eel
-
Reminderr
OK I Cancel |
Change Transaction Type | Determine Eligibility |
|Ready | December 04, 2002 08:24:458M [ Julia Hansel | Douglas CHD

] Slall”J g |J @Groupw’is...l RWordF’erfe...l B3 SelectMo...l
Figure 2: “Notes” Pop-Up

[ Client P...

| R N M@ 24 aM

5. Enter your note.
. The note is entered in free-form text.
. Once a progress note has been entered, the “Progress Notes” tab

will automatically be flagged with a blue note as a visual
reminder to the user.

. The screen also has a confidentiality feature that hides the text of
the note if the information is “sensitive.”

. To mark a note as sensitive, click the “Reminder” box in the lower
right-hand corner.

. When a note has been recorded as sensitive, the blue note on the

“Progress Notes” tab turns red.
6. Click “OK” to save the note and close the pop-up.
Click “Cancel” to close the pop-up without saving the note.

J NOTE: The “Entered By” field is system generated with the user’s log on
name. This is another good reason not to share your password.
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J NOTE: To review a note, you can double click in the field. However, to add a
note, you must use the insert icon.

7. Save.

8. Exit.

X Tips and Shortcuts:

. To add additional rows of information click the “Insert” icon.

. Once a row has been saved it may not be removed.

. Use the Progress Notes Summary Report to print a client’s progress notes.

“ Practice Activities:
Use the client from your *= Activity Sheet for this practice.

The starting point for this section is:
Client Processes = Certification = Woman = Progress Notes

Click on the “Open” icon to access “Client Search” and find your client.
Click the “Return with Client” button.

Leave the date as today’s date.

Tab to “Type” and select Assessment.

Tab to “Notes” and double click to open the “Notes” pop-up.

Enter the following: “Doing a great job learning the new system!”
Click “OK” to save and close the pop-up.

Save your work.

Exit back to the “Client Processes” window.

WX Nh WD =

You’re doing great! Let’s try another note before we move on.
v” Skill Check:
For this exercise you will enter a note for a client.

This will be a sensitive note. The note should be dated yesterday and indicates
that the client is involved in a domestic violence situation. Write the note.

Do a screen print of the window with the “Notes” pop-up opened. Write your
name on the screen print before turning it in to the instructor.
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Chapter 3: Client Processes

Section 5: Food Packages

Lesson: Assigning and Forecasting Food Packages
Objectives:

Upon completion of this lesson the user will be able to:

. identify and assign food packages;

. forecast a chosen food template to the end of a certification period;
. describe which foods will be assigned in Modules A, B, and C;

. interpret food package template coding;

. define the Food Package Status codes;

. navigate to the “Enrollment” and “Family Summary” screens.

Oregon Policies:

¢ 655  Homeless Applicants

¢ 713 Breastfeeding: Use of Supplemental Formula
¢ 730  Bid Formula: Use and Description

¢ 770 Allowable Foods

Other Resources:

WIC Staff Training: Food Package Module

Overview:

Once a participant has been determined eligible for WIC, a food package must be
assigned. The “Food Package Assignment” screen allows you to assign the food
package to a participant which best meets their nutritional needs. The TWIST
system will automatically assign a standard food package with the maximum
amount for each food based on the category of each participant. You may change
the food package if needed. The “Food Package Assignment” screen will not be
enabled until all enrollment and certification screens receive a checkmark. When
the “Food Package Assignment” tab receives a completed check mark, benefits
can be issued for the participant.
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Instruction:

Overview of “Food Package Assignment” Screen

The starting point for this lesson is:
Client Processes = Certification = Infant/Child or Woman
= Food Package Assignment

[selection |
WIC ID: | 01096404-02  Mame: TWIST, Laura DOB:| 10/04/2012  WIC Cat: [CHILD, 24-60 MONTHS OLD TrType:[C

Medical Data  # I Health Histary Vl Diet Aszessment w] ME Plan I Progress Notes J) Food Package Assignment v l

FP Start WIC Module A Qty A |Unit] Module B Module C Qty C ‘Unit Med | Partial | Status
Date Category A C | Doc
09/01/2016 C2-5 MLC ~]525 wlgal | [ ~1I - BI
P 08/012016 C2-5 MLC ~525 el | [C ~| | EI

07012016 25 MLC -5 el | [E ~|l =] BI
06/01/2016  C2-5 MLC ~JE25 el | € ~1I0 ~]
05/01f2016 €2-5 MLC 235 el | =l ~]
04/01/2016  C2-5 ML-C ~|z35 ~lgal | =l ]
03/01f2016 C€2-5 MLC |55 ol | Il ]
02012016 C2-5 MLC 525 ~laal | C Il ~]
oyoy016 €25 [ MLC vJe2s ~lgal | [C | -]

| Madify ‘ | FR and F | [Mad. Dac. Info‘ | Forecast I | Row Surmmary | | FPa& History| :Spedal Client [7]  :1BN/WEN Twing or Mare: [

Food Package Assignment I 0ld Food Package Assignment ]

| Enrallment | | Family Summary ScreenJ | Immunizations Status | | Change Tranzaction Type | | Determine Eligibility |

Figure 1: “Food Package Assignment” Screen

Participant Information:

On the top of the screen is the “Selection” section:
. WIC ID number

. Name of the participant

. Participant’s date of birth
. WIC category

. Transaction type

Food Package Assignment Information:
The main part of the screen shows the participant’s food package information:
. Each row shows the participant’s category and food package
information for that month.
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. Food packages are displayed in chronological order with the past
months at the bottom and future months at the top.

. Rows for prior months will be grayed-out.

. Only 6 months of history is displayed. Use the FPA History button
to see the archived data.

. The current month is marked with an arrow (line indicator) on the
left.

. Participants may have foods in Module A and Module B. Module

C is reserved for special formula.

Additional Food Package Assignment Information:
The right part of the screen gives information about food package issuance
for each month.

Med Doc:
* Indicates if Medical Documentation is required for that month’s food
package.

R —Med Doc required but not received

* Y —Med Doc required and received

* Blank — no Med Doc required

» See Chapter 3, Lesson 503, “Special” Formula and Medical
Documentation for more information.

Partial:

If a food package is assigned on or after the 20™ of each month, this box
will be automatically checked, indicating that a partial food package was
issued. This box can be unchecked to issue the full package.

Status codes:
* Blank: Food package assigned, but no benefits have been issued
* BI: Benefits Issued
* $: Some Benefits Spent
+ U: Benefits Updated (needs to be re-issued)
* FW: Formula Warehouse (order submitted)
o See Chapter 3, Lesson 505, Formula Warehouse
* FX: Formula Exchange
o See Chapter 3, Lesson 504, Formula Replacement and
Formula Exchange
* FR: Formula Replacement
o See Chapter 3, Lesson 505, Formula Replacement and
Formula Exchange

Buttons on the Bottom of the Food Package Assignment Tab:
*  Modify: To go to the “Modify” pop-up.
o See Chapter 3, Lesson 501, Modifying Food Packages”
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 FRand FX: To do a Formula Replacement or Formula Exchange
o See Chapter 3, Lesson 505, Formula Replacement and Formula
Exchange
* Med. Doc. Info: To enter Medical Documentation
o See Chapter 3, Lesson 503, “Special” Formula and Medical
Documentation
* Forecast: To forecast a food package to future months (see Forecasting
Food Packages later in this lesson)
*  Row Summary: To see the history of food package changes for a month.
* FPA History: Shows the history of food package assignment for months
not displayed (see Food Package History later in this lesson)

Client Designation Checkboxes:
The checkboxes on the bottom right of the screen are used for participants who
have conditions that change their standard food package.

» Special Client: Check this box to assign formula to a child or woman, or
to assign extra formula in lieu of foods to an infant over 6 months. See
Chapter 3, Lesson 503, “Special” Formula and Medical Documentation
for more information.

« IBN, WBN: Only used for IB & WB (Some Breastfeeding) infant/mother
pairs. Checking this box changes the maximum foods allowed for the pair.
It allows more formula for the infant and less food for the mother.

*  WBN2: Only used for a mother who is breastfeeding past 6 months.
Checking this box for allows a WB mother whose baby is receiving more
formula than allowed for the “Mostly Breastfeeding” category to remain
on WIC to receive breastfeeding education and support, nutrition
education and other services.

* Twins or More: The box displays a checkmark if “Twins or More” is
checked on the “Medical Data” screen for a woman. It will increase the
maximum foods for the woman to the “twins/multiples” amount.

Old Food Package Assignment Sub-Tab:
This tab displays the food packages assigned and printed prior to the
eWIC conversion

Navigation Buttons:
The buttons on the bottom of the screen are used to go directly to other screens.
* Enrollment
* Family Summary Screen
* Immunization Status
* Change Transaction Type
* Determine Eligibility
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Assigning Food Packages

Food packages are assigned in three modules - A, B, and C. At least one module
is always mandatory.

Module A = milk or formula templates
Module B = food templates
Module C =» special formula templates

Each category has a “Standard Food Package” that is automatically assigned by
TWIST.

© See Job Aid “Standard Food Packages”.

It is easy to make small changes to the food package by selecting a different
template within a module.

© See Job “Food Packages and Template Codes”.

1. Retrieve the participant for whom you wish to assign a food

package.

Their current food package assignment is displayed.

. For most participants, Module A and Module B automatically
default to the “standard food package” for their category.

. The future food package assignments show through the end of their
certification period.

. If a participant will be in two different categories during their

certification period (for example, Infant to Child), TWIST will
automatically assign the standard food package for each category.

If the Standard Food Package does not meet the participant’s needs:

2. Select a “non-standard” food package template by clicking the
drop down arrow next to the template code in Module A or B.

. In the drop down list, food templates are displayed in alphabetical
order by the food template code.
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TWIST will only display templates available for the participant’s
category.

“Z” or “ZN” templates are displayed for participants who do not
receive food or formula.

3. Select different quantities of milk or formula by clicking the
drop down arrow next to the quantity.

Quantities will display in defined amounts.

You can adjust by smaller amounts by using the up and down keys
on your keyboard.

For “some or mostly breastfeeding (IB)” infants, the standard bid
powdered cow’s milk formula will default with a quantity of 1 can.
You will need to select the appropriate amount of formula from the
drop down list.

4. To make other changes, click the “Modify” button to open the
“Modify” pop-up. See Chapter 3, Lesson 501, Modifying Food
Packages.

5. Save.

Select other types of milk (evaporated, powdered, half gallons).
Change the quantity of foods in Module B.

Remove foods from the food package.

Make more specific quantity changes.

FNOTE: Any changes to the standard package should be forecasted to future
months. (see below)

2 NOTE: After assigning the food package, you must go to the “Family
Summary” screen to issue the benefits. This screen is described in Chapter 3,
Lesson 1100, Family Summary Screen.

Forecasting Food Packages

Forecasting is usually used when assigning a non-standard food package. It is
used to assign the selected template to the end of the certification period.

You can select the row for whichever template you want to
forecast, including a future month.

Partial packages cannot be forecasted.
Grayed-out rows (past months) cannot be forecasted.
Modules shown as “modified” cannot be forecasted.
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FNOTE: There are some times when TWIST cannot forecast formula amounts
for mostly or some breastfeeding infants (IB). If the formula amount does not
forecast, adjust the amount in future months by using the drop down arrows for
quantity.

The starting point for this lesson is:
Client Processes = Certification = Infant/Child or Woman
= Food Package Assignment

Selection ]
Fw:[cmqonzzzssm Name: [TWIST, Training DOB:| 05/05/1995 ~ WIC Cat.: [WOMAN, PREGNANT TeType:|C ‘
Medical Data  + | Health History ~ + | Diet Azsessment | ME Flan  + I Progress Motes | BF Tracking Food Package Assignment v |
FP Start WIC Module A Qty A | Unit] Module B I Maodule C Qty C | Unit] Med | Partial Stamsl L
Date Category A C | Doc
03/01/2016 WP ML-C ~1l.75 ~lga | [wre | | 2
02/01/2016 WP MLC =175 =loal | [wre 3| | =1
014012016 WP MLC ~F.75 =loal | [wee | | =1
12/01/2015 WP MLC 75 =loal | [wee a | | Ea|
11/01/2015 WP ML =JB75 =lgal | [wre || =1
10/01/2015 WP MLC =lk75 =lgal | [wee -] ~]
D9j01j2015 WP MLC =JB75 =lgal | [wre -] |
08/01/2015 WP MLC ~Jp75 =laal | [wee | | ~]
B 07/232015 WP MLC =Js0 =lgal | [wre A || =1 I
tdadify | FR and Fx | hed. Doc. Inful Forecast | Row Surnmaryl | :spedial Gient [~ /IER/WEN [T Twine or Mare: [~ |
Food Package Assignment I Old Food Package Assignmentl
Enrallment | Family Surmary Screenl Immunizations Status | Change Transaction Type | Determine Eligibility |
Figure 2: “Forecast” button
1. Retrieve the participant for whom you wish to forecast a food
package.
2. Select the row to forecast from.
3. Click on the “Forecast” button to apply the chosen row to
future months. The “Select Modules to Forecast” pop-up will
appear.
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FP1155 - Select Modules to Fore

Please select the modules you would like to forecast,
Forecast from this date forward: 05/13/2009

[ Woduls 2
[ Modul= B
[ Wodul=C

Cancel |

Figure 3: “Forecast” Pop-Up

4. Select the module(s) you would like to forecast. Click “OK”.
* Clicking on “Select All” in the forecast pop up will allow you forecast all
three modules at one time.

* Clicking “Cancel” closes the pop-up without making any changes.

2 NOTE: Food packages will forecast for as long as it is appropriate for the
participant’s category.

5. Save.

2 NOTE: You must go to the “Family Summary” screen to issue the benefits.
This screen is described in Chapter 3, Lesson 1100, Family Summary Screen.

X Tips and Shortcuts:
Z. Packages
. Module codes which begin with Z indicate the participant is not
receiving milk, formula or foods in that module.
. Z or ZN can be used in mandatory module fields if the participant
is not receiving any foods from that module.
. “Z” can be assigned to a fully breastfed infant who does not
receive any formula in Module A.
. “ZN” can be assigned to a participant not receiving any milk, foods

or formulas in a particular module.

Child Foods During the Month of the Infant’s First Birthday
* See Chapter 3, Lesson 501, Modifying Food Packages for more
information.
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“Some or Mostly Breastfeeding Infant (IB)” Category for Infants in
First Month
There is no “some or mostly breastfeeding (IB)” category option for
infants in their first month, so formula can only be assigned to
breastfeeding infants after the infant is one month old.

Women Fully Breastfeeding Multiples
There are special instructions for assigning the food package for women

who are fully breastfeeding multiple infants (twins or more). See the Job
Aid: WE-M - Assigning the Food Package.

Food Package History

Six months of history is displayed on the “Food Package Assignment” screen.
Information older than 6 months is archived — it is stored in TWIST, but not
displayed.

The starting point for this lesson is:
Client Processes = Certification = Infant/Child or Woman
= Food Package Assignment

[selection |
WIC ID:|01095404-02  Mame: TWIST, Laura DOB:| 10/04/2012  WIC Cat: [CHILD, 24-60 MONTHS OLD Tr.Type:[C

Medical Data l Health Histary l Diet Aszessment l ME Plan  » l Progress Notes ) Food Package Assignment v l

FP Start WIC Module A Qty A | Unit| Madule B Module C Qty C  |Unit]| Med |Partial | Status
Date Category A C | Doc
09/01/2016  C2-5 MLC ~|525 ~lgal | [cC ~1I - BI
p 08/01/2016 C2-5 ML-C 325 ~lgal | [C -] ~1 BI

07012016 €25 MLC <5z =l | € =1 -1 BI
06/01/2016 C2-5 MLC 525 ~lgal | [C ~1I ]
05/01/2016 C2-5 MLC 325 ~lgal | [C -] ~]
04/01/2016 C2-5 MLC 1525 ~lgal | [€ ~ 10 ]
03/01/2016 C2-5 MLC 1525 ~lgal | [c ~1I ]
02/01/2016 C€2-5 MLC 325 ~]gal | [C ~1I0 ]
01/01/2016  C2-5 MLC 1325 ~lgal | [€ ~1I0 -]

‘ Madify H FR and F+ HMed. Doc. Info” Forecast || Fow Summary | | FRA History| :Special Client :IBN/WEN Twinz or Mare: [

Food Package Assignment | Od Food Package Assignment

| Enrallment | | Family Summary Scleen| | Immunizations Status | | Change Transaction Type | | Determine Eligibility |

Figure 4: “FPA History” Button

1. To view archived food package information, click the “FPA History”
button. The “Archived Benefits” pop-up will appear.
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M

Double click on a row for more details...

g | reten o | oo [ [ ez et e e e

Figure 5: “Archived Benefits” Pop-Up

2. To view specific foods assigned for an archived month, double click the
month row to display the foods. The “Subcategories for Benefits” pop-up
will display the specific foods assigned for the selected month.

] I =N IUE7N NrOE | o= e W= s st

(e )
Figure 6: “Subcategories for Benefit” Pop-Up

3. Close to return back to the FPA screen.
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NOTE: Historical voucher assignments can be viewed on the “Old Food
Package Assignment” screen.

& Notes:
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Chapter 3: Client Processes

Section 5: Food Packages
Lesson: Modifying Food Packages
Objectives:

Upon completion of this lesson the user will be able to:
. use the “Modify” screen to assign different foods and quantities.

Oregon Policies:

¢ 655  Homeless Applicants

¢ 713 Breastfeeding: Use of Supplemental Formula
¢ 730  Bid Formula: Use and Description

¢ 770  Allowable Foods: Women and Children

Overview:

TWIST automatically assigns the standard food package to all participants. Ifa
participant needs different foods, the first step is to see if a non-standard template
would meet their needs. If not, the user can modify the food package to meet the

participant’s individual needs.

The modify pop-up is also used to change benefits during the month if the
participant has spent some benefits during the current month.

Instruction:

Modifying Food Packages

The starting point for this lesson is:
Client Processes = Certification = Infant/Child or Woman
= Food Package Assignment

1. Retrieve the participant for whom you wish to modify a food
package.

2. Check the Module A and Module B template drop down lists
for a template that meets the participant’s need.

© See Job Aids “Modifying Food Packages” and “Food Packages and
Template Codes”.
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3. If there is not a template to meet their needs, place the row
indicator on the month to modify and click the “Modify” button
to open the “Food Assignment Modify” screen.

FP1165 - Food Assignment

Month: August, 2015 Categony: 'WF Special: M Twinz+: M
Module | Food Group | Quantity | Unit | ok

(p| 4 Cheese 1 b -

| a1 Fatfreeor 1% mik 75 =l Cancel

| B Egas - large |1—3 doz -

= B Cereal - hot f cold |3‘6_3 oz

= B Peanut butter [ dry beans [ peas [ lentils II—H ctr

= B Dry beans, peas or lentils II—E ctr

| B 100%: Whole wheat breadjcorn tortillas brown rice |16—3 oz

= B Fruit and vegetables - fresh [ frozen WE g5

| B 11.5 to 12 ounce frozen juice I3—3 ctr

Insert Row |

IUse the Up and Down arrows on the keyboard to change the gquantity by minimum increments.

Figure 1: “Food Assignment Modify” Screen

. The “Modify” screen displays the currently assigned food package
for the month indicated.
. The screen indicates which Module each food is in, the food

description, quantity currently assigned, and unit of measure.

3. To change the quantity of food, use the drop down arrows.
* Quantities will display in defined amounts. To increase or decrease
by smaller amounts, use the up and down arrows on the keyboard.

4. To remove a food or formula from the food package, change
the quantity to “0”.

Ch 3,501.2



Oregon WIC TWIST Training Manual September 12, 2016

5.

To add a food not currently assigned, click the “Insert Row”
button.
*  Only foods available to the participant’s category will display.
* You can search for a food by typing the name into the subcategory
search field at the top of the pop up.

2 NOTE: In most cases, you will need to decrease the quantity of a food to
replace it with a different food in the same grouping. These groupings include:

8.

Milks, cheese, yogurt, tofu and soy beverage.
Peanut butter and beans.

Juices.

Baby food and infant fresh fruits and vegetables.

Example: To increase the quantity of evaporated milk, you must first
decrease the quantity of other milks and/or cheese.

Click “OK” to assign the modified food package and return to
the “Food Package Assignment” screen. Click “Cancel” to return
without making changes.

If the food package is unique, the word “modified” will display as the
template name on the “Food Package Assignment” screen.

If the quantity of food in Module B has been reduced to below the
maximum, an asterisk (*) will display before the template name on the
“Food Package Assignment” screen.

If needed, forecast the change.

If the food package is unique (no template), the “modified” package
cannot be forecasted. Modify the package for each future month it is
needed.

If the food package has a template, choose the correct template for the
following month and forecast from that month. See Chapter 3, Lesson
500, Assigning and Forecasting Food Packages.

Save.

A NOTE: You must go to the “Family Summary” screen to issue the benefits.

This screen is described in Chapter 3, Lesson 1100, Family Summary
Screen.
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Child Foods During the Month of the Infant’s First Birthday

*  When assigning food packages during the month of an infant’s first
birthday, the system will default to the infant food package.

» The foods can be changed to child foods if:

o The infant is on or past their first birthday,and
o They have not spent any of the infant food package, including
fresh fruits and vegetables.

» If the infant has spent foods from the infant food package, they cannot
change to the child food package. The “Change to Child Foods” button
will not be available.

* Once the child foods are assigned, they cannot be changed back to
infant foods.

A NOTE: Do you know ahead of time that the family wants child foods when
the baby turns 1? It is okay to NOT issue the baby’s 12" month infant
benefits to help protect from spending them. Have the family call on or
after the infant’s first birthday - the CPA can make the change to child
foods and issue the benefits over the phone.

The starting point for this lesson is:
Client Processes = Certification = Infant/Child
= Food Package Assignment

1. On or after the first year birthday, retrieve the infant for whom
you wish to change to child foods.

2. Open the “Modify” pop-up for the month the infant turns one
year and click the “Change to Child Foods” button.
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FP1165 - Food Assignment Modify Screen

Month: July, 2015

Categary: [M7-12 Special M

Module |

Food Group

>

[A]
B
B

Insert Row

Similac Advance powder
Baby cereal
Baby food - fruit [ vegetables

Change to Child Foods

| Quantity | unit |
-] =
e =lez
B+ =lez

Use the Up and Down arrows on the keyboard to change the guantity by minimum increments.

Twinz+: M

Ok

Cancel

Figure 2: “Change to Child Foods” Button

Click “OK” and return to the Food Package Assignment screen
and choose a milk template in Module A and a food template in

3.
Module B.
4. Save.

2 NOTE: You must go to the “Family Summary” screen to issue the benefits.

This screen is described in Chapter 3, Lesson 1100, Family Summary
Screen.

X Tips and Shortcuts:

& Notes:
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Chapter 3: Client Processes
Section 5: Food Packages
Lesson: Changing Food Package Mid-Certification

Objectives:

Upon completion of this lesson the user will be able to:
. change a food package mid-certification.

Oregon Policies:

¢ 560  {New Policy Name}

Overview:

There are times during a certification period when you may need to change a
participant’s food package. This can happen by participant request, or when you
find out that the participant needs different foods to meet their needs. In this
lesson you will learn how to make those changes.

For a food package change that happens because of a category change, see

Chapter 3, Lesson 806, Category Change (for example, pregnant woman
delivers or changes in breastfeeding status).

Changing a Food Package:

No Benefits are Spent for the Current Month

J2 NOTE: On the Food Package Assignment screen, if there is NOT a “$” in the
status row for the current month, then no benefits have been spent.

© See Job “Modifying Food Packages”.
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The starting point for this lesson is:

Client Processes = Certification = Infant/Child or Woman = Food
Package Assignment

1. Click on the “Open” icon and retrieve the participant for whom
you want to change the food package.

2. Click the drop down menu next to Module A and/or Module B
to select new templates.

Medical Data  + I Health History ~— « | Diet Azzeszment W | ME Plan | Progress Motes Food Package Assignment v |

FP Start WIC Module A Qty A |Unit] Module B Module C Qty C  |Unit] Med | Partial| Status|
Date Category A C | Doc
12/01/2015 C1 MW-C ~]z25 =laal | [c e | [ ~
11j01/2015  C1 MW =IF25 =l | € 2 | =1
10/01/2015  C1 MW-C =25 =ea | [C A | | =1
09/01/2015  C1 MW-C ~JF2s =l | [C A || =1 BI
08/014/2015 C1 MW Iz = | [c =1l =1 BL
B 07/29/2015 IN7-12 =1 [ A || =1 |2
L2C Lactose free 2%, Cheese -
LwW-0 Lactose Reduced Whole, no Cheese
LwW-C Lactose Reduced Whole, Cheese
M2-0 Milk 2%, no Cheese
M2-C Milk 2%, Cheese
MW-0 Milk Whole, no Cheese
MW-C Milk Whole, Cheese
5-0 Soy, no Cheese b
5-C Soy, Cheese =
tadify | FR and Fx | Med. Dac. Infol Forecast | Row Summary | :Spedial Client [~ IEM/WEN [T Twins or Mare: [ |
Food Package Sssignment | Old Food Package Assignment I
Enrallrment I Farily Surimary Screenl Immunizations Status | Change Tranzaction Type | Determine Eligibility |
: . 66 H ”
Figure 1: “Food Package Assignment” Screen.
H 11 ”
3. Click the “Forecast” button to forecast the new templates for

the rest of the certification period.

See Chapter 3, Lesson 500, Assigning and Forecasting Food Packages for more

information.
4. Save.
5. Go to the “Family Summary” screen to issue the new benefits.

This screen is described in Chapter 3, Lesson 1100, Family Summary
Screen.
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Changing a Food Package:
$ Benefits are Spent for the Current Month

J2 NOTE: If benefits have been spent for the current month, changes must be
made on the “Modify” screen. On the Food Package Assignment screen, look for
the “$” in the status row for the current month to show if benefits have been
spent.

Medical Data | Health Histary | Diet Azsessment v | ME Plah | Progress Makes Food Package Assignment v |

FP Start WIC Module A Qty A |Unit Module B Module C Qty C  |Unit] Med | Partial Statusl L
Date Category A C | Doc

01/01/2016 C2-5 ML-C ~|5.25 >laal | [C ~Il -

12/01/2015 C€2-5 ML-C ~|3.25 >laal | [C ~1l ~1

11012015 C€2-5 ML-C »|5.25 =laal | [C =l ~1

10/01/2015  C2-5 ML-C |25 =leal | [C =1l A | BI

09/01/2015 C2-5 ML-C ~|3.25 >laal | [C ~1l ~1 BI

B 08/10/2015 C2-5 -1 SEI

Client has benefits spent for the current month.
Please use the Modify screen to make adjustments.

adify | FR and Fx I Med. Doc. Infol Faorecast I Row Summary :Spedal Client [~ (IEM/WEN [T Twins or More: [~

Food Package Assianment | 0ld Food Package Assignment I

Figure 2: Message about Spent Benefits

The starting point for this lesson is:

Client Processes = Certification = Infant/Child or Woman = Food
Package Assignment

6. Click on the “Open” icon and retrieve the participant for whom
you want to change the food package.

7. Click the “Modify” button to change the food package for the
current month.
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To remove a food or formula, select the food from the list then select the
smallest amount (0 or the amount already spent). TWIST will display the
amount originally assigned, but will not let you reduce the amount below
what was already spent.

To add a food, click the “Insert Row” button and select the new food or
formula.

You can adjust the food quantity on the drop down.

TWIST will adjust the maximum food amounts for spent benefits.

For more information about using the “Modify” screen, see Chapter 3,
Lesson 501, Modifying Food Packages.

8. To forecast the change:
You cannot forecast from the current month because of spent benefits.
If the new food package has a template, select the template for the next
month and forecast from that month.
If the new food package does not have a template, manually change all
future months as needed.
J2 NOTE: See Chapter 3, Lesson 500, Assigning and Forecasting Food
Packages and Chapter 3, Lesson 501, Modifying Food Packages for more
information.

9. Save.

10.  Go to the “Family Summary Screen” to issue the benefits.
This screen is described in Chapter 3, Lesson 1100, Family Summary
Screen.

. Notes:
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Chapter 3: Client Processes

Section 5: Food Packages

Lesson: “Special” Formula and Medical
Documentation

Objectives:

Upon completion of this lesson the user will be able to:
. assign formulas needing medical documentation
. document medical documentation forms appropriately

Oregon Policies:
760  Medical Formulas and Nutritionals

765  Medical Documentation
. 769  Assigning WIC Food Packages, Appendix C

* o

Other Resources:

Staff Training: Food Package Module

Overview:

“Special” food packages are for women, infants and children who have a
documented medical condition that requires the use of infant formula, medical

formula or nutritionals. Some of these medical formulas can be delivered directly
to the participant from a special vendor, the Formula Warehouse.

Instruction:

Assigning Formula to Women and Children

Women and children with medical documentation can be assigned formula
(standard or medical) if they meet the criteria in WIC Policy 769: WIC Food
Packages. 1f a child or woman requires formula, you must first flag them as
“Special” on the “Food Package Assignment” screen.

The starting point for this lesson is:

Client Processes = Certification ® Woman or Infant/Child = Food
Package Assignment
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1. Click on the “Open” icon and retrieve the woman or child for
whom you want to assign formula.

2. Click the “Special Client” checkbox.
*  Module C will be activated.

Medical Data Vl Health Histary v | Diet Assessment # | ME Flan v| Progress Naotes Food Package Assignment v |

FP Start WIC Module A Qty A [Unit] Module B Module C Qty C  |Unit] Med |Partial | Status
Date Category A C JDoc

12/01/2015 C1 M-C 523 =leal | [c || >
11/01/2015 C1 MW-C =2 =l | [c | | I |
10/01/2015 C1 MW-C 52 =l | [c =l ~1
0012015 1 MWC ~JF=s =lel | [c =l =1

p 08/03/2015 C1 MWC ~Es =l | [c = =1
Madify | FR and F | Med. Doc. InFUI Farecast | Row Summary | :Spedial Client I~ (BN WER [~ Twins or Mare: [ |

Fond Package Assignment | Old Food Pack age Aszsignment I
Enrolment | Family Surmmary Screenl Immunizations Status | Change Tranzaction Type | Dretermine Eligibility

Figure 1: Module C Activated for Special Client

3. Click the template drop down arrow in Module C to select the
formula.

* The most commonly used formulas are listed in the drop down.
» The full list of formulas is found by opening the “Modify” screen
and using the “Insert Row” button to choose a formula.

4. Select the quantity of formula needed.

2 NOTE: An “R” will appear in the “Med Doc” status to indicate that medical
documentation is required for this formula.

5. If this formula will be assigned for the future, forecast the
formula into future months.

6. Enter the Medical Documentation
* See “Medical Documentation” later in this lesson.

7. Save.
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FNOTE: You must go to the “Family Summary” screen to issue the benefits.
This screen is described in Chapter 3, Lesson 1100, Family Summary Screen.

2 NOTE: If the formula will be ordered through the Formula Warehouse ,
follow the instructions in Chapter 3, Lesson 505, Formula Warehouse.

Assigning Medical Formula to Infants

In WIC, medical formulas refers to any formula that is not the milk-based or soy-
based bid formula and requires a medical documentation form to be completed.
Infants with medical documentation can be assigned a special medical formula if
they meet the criteria in WIC Policy 769: WIC Food Packages. WIC policy
allows one month of special medical formula to be issued before the medical
documentation is entered into TWIST.

2 NOTE: Non-breastfeeding infants (IN) who are 7-12 months old, can receive
additional formula if they are unable to eat food. The “Special Client” checkbox
is NOT used for breastfeeding infants or infants younger than 7 months.

The starting point for this lesson is:

Client Processes = Certification = Infant/Child = Food Package
Assignment

8. Click on the “Open” icon and retrieve the infant for whom you
want to assign medical formula.

9. Click the template drop down arrow in Module A to select the
new formula.
* The most commonly used formulas are listed in the drop down.
» The full list of formulas is found by opening the “Modify” screen
and using “Insert Row” to choose a formula.

10. Select the quantity of formula needed.

2 NOTE: An “R” will appear in the “Med Doc” status to indicate that medical
documentation is required for this formula.

Ch 3,503.3



Oregon WIC TWIST Training Manual January 27, 2016

11.  If this formula will be assigned for the future, forecast the
formula into future months.

12. Enter the Medical Documentation
* See “Medical Documentation” later in this lesson.
13. Save.

FNOTE: You must go to the “Family Summary” screen to issue the benefits.
This screen is described in Chapter 3, Lesson 1100, Family Summary Screen.

2 NOTE: If the formula will be ordered through the Formula Warehouse follow
the instructions in Chapter 3, Lesson 505, Formula Warehouse.

Med Doc Status

A Medical Documentation (Med Doc) form from the participant’s health care
provider is required to issue certain food packages. For example, certain medical
formulas for women and children require medical documentation before they may
be issued. The information on this form will be documented in the “Medical
Documentation” pop-up. For more information on which food packages require
medical documentation refer to the Food Package staff training module and
Oregon WIC Policies 760, 765 and 769.
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Medical [ ata Vl Health Higtary Vl Diet Azzeszment

v | ME Plan + | Progress Motes

Food Package Assignment v |

FP Start WIC Module A Qty A |Unit] Module B Module C Qty C  |Unit] Med |Partial | Status
Date Category A C | Doc
12/01/2015 C1 MW-C ~|325 =laal | [c B | [ ~J[113 =lbt | R
11/01/2015  C1 MW-C ~J525 =laal | [C B | [E=E iz =lbt | R
10/01/2015 Ci MW-C 25 =lgal | [ ~lllFEc= =iz bt | R
03/01f2015 C1 MW-C 25 =lgal | [ ~lllFec= =iz =dbd |y
B 08032015 Ci MW =25 =lgal | [ | [E= =iz =bd | v
todify | FR and F | Med. Doc. Infol Forecast | Rowe Summary | :spedal Client W IEMAWER T Twing or More: [ ‘

Food Package Assignmert | 0ld Food Package &ssignment |

Enrallment

| Family Surmmmary Screenl

Irnrunizations Status |

Chatge Transaction Type |

Determine Eligibility

Figure 2: “Food Package Assignment” Showing Med Doc Status

“Med Doc” Status:

R: Required.
Medical Documentation is required for this food package.
Medical Documentation has not been entered.
Food package issuance limited to one month.

Y: Yes.
Medical Documentation is required for this food package.
Medical Documentation is complete.
Food package can be issued for months indicated with “Y”’.

Entering Medical Documentation

The starting point for this lesson is:

Client Processes = Certification ® Woman or Infant/Child = Food
Package Assignment

Retrieve the participant for whom you want to enter Medical
Documentation

Select the row for the first month of the food package which
requires Medical Documentation.
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3. Click the “Med Doc Info” button.
e The “Medical Formulas” section displays the medical formula from
the row selected on the “Food Package Assignment” screen.

FP1105 - Medical Do

|I'-'Iedica| Documentation |
1 _I Start Date | End Date | Provider's Name | Motes
i | B Jos/o1/2015 Jog/30/2015 pr. who |

L
i
i
i
i
1

|I'-'Iedica| Formulas

I Formula Mame | Received |

LlFediaSure v

lSuppIementaI Foods |

| i Issue Full Provision of Supplemental Food:

e Mo Supplemental Foods

" Issue Full Provision of Supplemental Foods Except  [Fxclusions

I~ il [T cheese

I Eags ™ Fearut Butte:

] I Cancel

Figure 3: “Medical Documentation” Pop-Up

4. Enter the start date and end date for use of this formula
indicated on the medical documentation form.

5. Enter the health care provider’s name.

6. Click in the notes field to enter a note, if needed.

7. Click the received box next to the formula if it matches the

documentation from the health care provider.
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8. If the health care provider has excluded foods, enter the
information in “Supplemental Foods.”
e This documents the Health Care Provider’s instructions, but will
not prevent issuing food.
e [tis recommended to document the excluded foods in Progress
Notes.

9. Click “OK” to save the information and return to the “Food
Package Assignment” screen.

When the “Med Doc Info” is complete, the “Med Doc” status field
on the “Food Package Assignment” screen will change to “Y” for
the date range entered.

10. Make any necessary adjustments to the food package based
on the health care provider’s instructions (e.g. food
exclusions).

11. Save.

2 NOTE: If two medical formulas share the same date range, then the Medical
Documentation section will have only one line and both formulas will appear in
the “Medical Formulas” section.

< Tips and Shortcuts:

You cannot designate a WBN or IBN as “special.” You must first change their
category to WB/IB or WN/IN, whichever is most appropriate.

& Notes:
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Chapter 3: Client Processes

Section 5: Food Packages

Lesson: Formula Exchange (FX) and Formula
Replacement (FR)

Objectives:

Upon completion of this lesson the user will be able to:
. Process formula returned to the clinic;
. Issue new formula to replace the returned formula; and
. Issue new formula when formula has been spent but no cans are returned.

Oregon Policies:

. 511  Food Benefit Issuance
. 561  Program Integrity — Replacing Benefits
. 735  Handling of Returned Formula

Other Resources:

Staff Training: Food Package Module

Overview:

The “Formula Replacement and Formula Exchange” screen is used when the

client has already spent formula benefits for the current month and needs to
replace the spent formula.

Instruction:

Formula Exchange

Formula exchange is used when:
* participants have spent part or all of their current month of formula
benefits,
* they are returning unopened cans of formula to the clinic, and
*  WIC will re-issue benefits for a different formula.

The starting point for this lesson is:

Client Processes = Certification ® Woman or Infant/Child = Food
Package Assignment
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1. Retrieve the participant for whom you wish to exchange
formula.

2. Place the row indicator on the current month and click the “FR
and FX” button to open the “Formula Exchange/Replacement”
pop-up.

] 1
=¥ Formula Exchange/Replacement

Do you wish to:

Ir'hEFI:rrmuIEl Exchange - Return formula cans?

" Formula Replacement - No cans returned?

Cancel | E

Figure 1: “Formula Exchange/Replacement” Pop-Up

3. Select “Formula Exchange.”
’-;rﬂ‘ Formula Exchange

Formula Exchange for: Bates, Brittany A

Month: August 2015

Formula Issued [|Awvail to |Qty

Exch. Exch.
’ -

ak I Cancel |

Figure 2: Formula Exchange Pop-Up
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Enter the quantity of formula the participant is returning to the
clinic and click “OK.”

If all the spent formula has been returned, on the “Food
Package Assignment” screen use the drop down in Module A
to assign the new formula.

If only some of the spent formula has been returned, use the
“Modify” screen to assign the new formula.

* Click the “Modify” button to open the “Modify” pop-up.
* Adjust the quantity of the old formula to the lowest number

(the amount spent and not returned).

* Use “Insert Row” to add the new formula.

e [fthe quantity of the old formula is reduced,
TWIST automatically assigns the amount of the
new formula.

Click “OK.”

Using the row for next month, assign and forecast the new
formula for future months. (Sce Chapter 3, Lesson 500, Assigning
and Forecasting Food Packages).

Save.

Go to the “Family Summary Screen” to issue the benefits.

This screen is described in Chapter 3, Lesson 1100, Family Summary
Screen.

Formula Replacement

Formula replacement is used when:

participants have spent all or part of their current month of formula
benefits,

they do not have cans of formula to return, and

WIC policy will allow the replacement of the cans of formula (e.g.
domestic violence, police report of stolen formula).

The starting point for this lesson is:

Client Processes = Certification ® Woman or Infant/Child = Food
Package Assignment
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1. Retrieve the participant for whom you wish to replace formula.

2. Place the row indicator on the current month and click the “FR
and FX” button to open the “Formula Exchange/Replacement”
pop-up.

3. Select “Formula Replacement.”

=
%" Formula Replacement

Formula Replacement for: Bates, Brittany A
Month: August 2015

Formula Issued | Awvail. for |[Qhy Reason
Rep. Rep.

k. I Cancel

Figure 3: Formula Replacement Pop-Up

4. Enter the quantity of formula the clinic will replace.

5. Select the reason the formula is being replaced and click
“OK.”

5. If all the spent formula will be replaced, on the “Food Package

Assignment” screen, use the drop down in Module A to assign
the new formula.

6. If only some of the spent formula will be replaced, use the
“Modify” screen to assign the new formula.
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* Click the “Modify” button to open the “Modify” pop-up.
* Adjust the quantity of the old formula to the lowest number

(the amount spent and not replaced).

* Use “Insert Row” to add the new formula and adjust the
amount if necessary.

e [fthe quantity of the old formula is reduced,
TWIST automatically assigns the amount of the
new formula.

Click “OK.”

8. Save.
9. Go to the “Family Summary Screen” to issue the benefits.

This screen is described in Chapter 3, Lesson 1100, Family Summary
Screen.

10. Complete Form 57-912 Replacement of Unavailable/Stolen Formula, have
the cardholder sign it, and send it to the State WIC office within 3 days.
See Policy 561 for more information.

X Tips and Shortcuts:

& Notes:
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Chapter 3: Client Processes
Section 5: Food Packages
Lesson: Formula Warehouse

Objectives:

Upon completion of this lesson the user will be able to:
. order formula through the Formula Warehouse.

Oregon Policies:

. 561  Program Integrity: Replacement of Food Benefits

. 760  Medical Formulas and Medical Foods

. 765  Medical Documentation

. 769  Assigning WIC Food Packages, Appendix C
Other Resources:

Staff Training: Food Package Module

Overview:

Some women, infants and children have a documented medical condition that
requires the use of medical formula or nutritionals. Some medical formulas are
hard to find at local stores so Oregon WIC has a special vendor which can deliver

certain medical formulas to families across the state each month. This vendor is
called the Formula Warehouse (FW) and its orders are processed by TWIST.

Instruction:

Placing a Formula Warehouse Order

© See Job Aid “Medical Formulas and Nutritionals” for which formulas are
available from the Formula Warehouse.

Before using this process, please review
» Chapter 3, Lesson 500, Assigning and Forecasting Food Packages
» Chapter 3, Lesson 501, Modifying Food Packages
» Chapter 3, Lesson 1100, Family Summary Screen
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The starting point for this lesson is:

Client Processes = Certification = Woman or Infant/Child = Family
Summary Screen

JZ NOTE: The family must have an active eWIC card before ordering from the
Formula Warehouse.

1. Click on the “Open” icon and retrieve the woman or child for

whom you want to order from the Formula Warehouse.

On the Family Summary Screen, verify the medical formula
benefits have been issued.

If the medical formula has not been assigned and issued, return to the
Food Package Assignment screen to assign the benefits, and issue the
benefits on the Family Summary screen.

If the client only wants the formula from the Formula Warehouse for
one month, only assign the formula on the FPA for one month.

Click the “Formula Warehouse” button in the upper right
corner of the “Family Summary” screen.
* The “Formula Warehouse” pop-up will open.

Formula Warehouse Order Form
| Formula Warehouse Order Form |
Ship to Name: Child1l Miso DOB: 02/02/2012
Month Address Phone Formula Details | Qty |
March Jhd| Jad Jhd 113.00 I
February i =] Jhd 113.00 I
B Danuary ix] lad §5d 113.00[
4 [T }
Notes
Inzert | | Save / Send | | Cancel

Figure 1: Formula Warehouse Pop-Up
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4, In the “Address” field, use the drop down arrow to select the
address where the formula will be shipped for each month.

JANOTE: The client should select a secure address to receive the formula
shipment each month.

e HOME: Client’s home address.
* CLINIC: If the client cannot receive the formula at their home
address, the formula can be mailed to the clinic for the client to

pick up.
._..|
5. In the “Phone” field, select the client’s preferred phone
number. This number may be used if the shipping company has
questions.
6. In the “Formula” field, use the drop down arrow to select the

formula details.

* If more than one variety of the formula is available, select the
correct variety (for example, different flavors or fiber)

* To select more than one variety for each month, use the “Insert”
button to insert a new row for each month, then enter the correct
quantity of each variety.

Formula Warehouse Order Form

| Formula Warehouse Order Form |

ship to Name: Chid1 Miso DOB: 02/02/2012
I Month Address I Phone I Formula Details Qty |
JMarch  [HOME: 123 Famiytet St, BEND, OR 97702 541-706-1541  [[PediaSure - Institutional Chocolate S0z RTF 113.00]
[February [HOME: 123 Famiytiet St, BEND, OR 97702 541-706-1541  |[PediaSure - Institutional Chocolate 80z RTF 113.00
B anary [HOME: 123 Famiytet St, BEND, OR 97702 541-706-1541 _x |[PediaSure - Insbiutional Chocolate 8oz RF 113.00

LefledLe
aflafl«

PediaSure Institutional strawberry 8 oz RTF

Notes

Ingent Save / Send Cancel

Figure 2: Choosing Formula Variety
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7. To enter “Notes” for the Formula Warehouse staff, double click
on the “Notes” field.

* These notes are read by the Formula Warehouse staff to help with
processing and mailing the order (e.g. “Do not leave package on
porch”).

* Notes for WIC clinic staff should be entered on the “WIC Notes”
screen.

8. Click “Send/Save” to send the order to the Formula
Warehouse.

Changing a Formula Warehouse Order -
No Formula Returned to the Clinic

A NOTE: Use Formula Replacement when FW formula has been shipped, but is
not available to be exchanged. This must meet the criteria in Policy 561 — stolen,
fire, natural disaster, domestic violence, or custody change. See Chapter 3,
Lesson 504, Formula Exchange and Formula Replacement. Formula Replacement
will automatically generate a new FW order.

Use this process when:
e The type of formula changes (and the current order hasn’t shipped yet).
e The amount of formula prescribed increases.
e [tis not a Formula Replacement or Formula Exchange.

The starting point for this lesson is:

Client Processes = Certification ® Woman or Infant/Child = Food
Package Assignment

1. Click on the “Open” icon and retrieve the woman or child for
whom you want to change the order from the Formula
Warehouse.

2. On the Food Package Assignment screen, change the formula

assignment and enter the medical documentation.
» Ifneeded, use the Modify screen to make changes.

3. Save.
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4. Click on the “Family Summary Screen” button.

5. On the Family Summary screen, click “Issue Benefits.”

6. Click the “Formula Warehouse” button to open the Formula
Warehouse pop-up.

7. Enter the new address and formula information (see lesson
above for instructions).
* Ifyou are adding more formula after formula has shipped for the
month, enter the information in the extra blank row.

8. Click “Send/Save” to send the new order to the Formula
Warehouse.

Changing a Formula Warehouse Order -
Formula Warehouse Formula Returned to the Clinic

J NOTE: Medical formulas cannot be returned to the Formula Warehouse and
must be returned to the local agency. If a client brings FW formula back to your
clinic, use Formula Exchange to replace it. Formula exchange can be used to
replace the same type of formula or to issue a new one.

The starting point for this lesson is:

Client Processes = Certification ® Woman or Infant/Child = Food
Package Assignment

9. Click on the “Open” icon and retrieve the woman or child for
whom you want to change the order from the Formula
Warehouse.

10.0n the Food Package Assignment screen, use Formula
Exchange (FX) to process the returned formula.

See Chapter 3, Lesson 504, Formula Exchange and Formula
Replacement.

11.As needed, change the medical formula on the FPA and enter
the medical documentation.
* The formula can either be new or the same formula.
» Ifneeded, use the Modify screen to make changes.
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12.Save.

13.Click on the “Family Summary Screen” button.

14.0n the Family Summary screen, click “Issue Benefits.”

15.Click the “Formula Warehouse” button to open the Formula
Warehouse pop-up.

16.Enter the new address and formula information (see lesson
above for instructions).
* The old formula is displayed on greyed out rows for the current month.
* Enter the new formula warehouse order in the new blank rows.

17.Click “Send/Save” to send the new order to the Formula
Warehouse.

When a Formula Warehouse Order Fails

Formula Warehouse orders are sent at the end of every day. At the time TWIST
gathers and sends the order, a check is done to see if all the required information
is available. There are three reasons why a Formula Warehouse order might fail:

1. There is no active cardholder and card assigned to the account;

2. No formula warehouse eligible benefits have been issued; and,

3. There is inadequate balance on the account to fill the order.

A failure report is produced daily, and the reviewing state staff person will contact
the local agency involved. The local agency staff can then resolve whatever issue
there is with the order.

The most common reason there is inadequate balance on the account would be
because the cardholder purchased some of the formula before the order was
submitted at the end of the day. If that is the case, the order can be resubmitted for
the remaining balance if needed.

1. Open the Formula Warehouse screen from the Family
Summary Screen.

2. Click Save/Send and an error pop-up about inadequate balance
will tell you the available balance amount.

3. Change the quantity to the available balance.

4. Click Save/Send.

Ch 3, 505.6



Oregon WIC TWIST Training Manual September 12, 2016

Running the Formula Warehouse Order Report

To run this report:

Food Instruments = Outputs = Food Packages = Participant Formula
Warehouse Orders

. Enter a date range and click Run.

* Clinic can be selected if needed.
Review the information on the report.
* Name, WIC ID, and DOB: The name, ID number and date of birth of
the participant for which the order was placed.
* Month: Gives the date the order is being sent to the Formula
Warehouse.
*  Order Status: Will indicate either “Waiting” or “Ordered.”
o Waiting means the order is in the future or failed.
o Ordered means it has gone to the Formula Warehouse but does
not indicate if it has been filled or not.
* Formula: What has been ordered.
*  Quantity (cans): How much was ordered.
* Order Created: The staff ID and date of the original order.
* Special instructions: Indicates if a note was included on the Formula
Warehouse order in TWIST.

Click Print if a hard copy is needed.

X Tips and Shortcuts:

After a Formula Warehouse order is placed:

On the Family Summary screen, a red exclamation point will display on
the “Formula Warehouse” button.

On the Food Package Assignment screen, the status code “FW” is
displayed for each month of the order.

& Notes:

S NOTE: Changes to Formula Warehouse orders can be made at any time, but
making changes before the order is shipped saves the program time and money.
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Chapter 3: Client Processes
Section 7: Recertification
Lesson: Recertification

Objectives:

Upon completion of this lesson the user will be able to:
o Complete a recertification.

Overview:

As clients’ certifications come to an end they will need to be recertified to
determine if they are eligible to continue receiving WIC benefits. An active client
may be recertified within 30 days before or after their certification end date. This
lesson will teach you how to recertify a client.

Instruction:

Recertifying a Client

The starting point for this lesson is:
Client Processes = Enrollment & Intake = Enrollment

1. Select the client for whom you want to recertify.
2. Select the new category for the client, if needed.
3. Click on the “Change Transaction Type” button.
4. Select “Recertification.”

& NOTE: When recertifying a woman from pregnant to postpartum, the initial
steps are different because it may be more than 30 days from her certification end
date. You will first need to go to the “Intake” screen and change the category to
breastfeeding or postpartum, enter the ADD, then change the transaction type to
“Recertification.”
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CPO50S - Select Transaction Type
—IT ransaction Types |—

|_ Mew
[~ Display
[T change

[~ Follow-up Visit
|_ Termination

|_ Fe-activation [}&

oK, I Cancel

Figure 1: “Select Transaction Type” Pop-Up
5. Click “OK”.

All the check marks that represent completion of a screen for the
certification process are removed.

6. Complete the “Income Eligibility” screen.

J NOTE: Refer to Chapter 3, Lesson 102 Enrollment for information on how to
complete this screen.

7. Click the “WIC Intake” tab.

J A new row will appear in the “Certification Dates” section with
appropriate start and end dates based on the current information.

o Once information has been completed on the “WIC Intake” tab,
the certification start and end date may change to reflect the new
data.

o Start and End dates may be modified.
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8. If there are no changes to the “WIC Intake” tab, check the
“Check if no changes” box and save your work.

9. If there are changes to the “WIC Intake” tab, enter the changes
and save.

10. Click on the “Fast Path” icon and select “Infant/Child
Certification” or “Woman Certification.”

. The “Medical Data” screen automatically displays.
J New rows are added in the “Anthropometry” and
“Biochemical Info” sections.

11. Enter the new medical data.

J NOTE: Refer to Chapter 3, Lesson 301 Anthropometric / Biochemical for a
Woman or Chapter 3, Lesson 302 Anthropometric / Biochemical for an
Infant/Child for information on how to complete this screen.

12.  Click the “Health History” tab.

13. Click on the “Insert” icon to create a new Health History
Questionnaire.

14. Select the appropriate questionnaire from the drop down list.
15. Complete the questionnaire.
16. Click on “Risk Factors” and review and complete the screen.

/. NOTE: Refer to Chapter 3, Lesson 303 Health History for information on
how to complete this screen.

17. Click the “Diet Assessment” tab.

18. Click on the “Insert” icon to create a new Diet Assessment
Questionnaire.

19. Select the appropriate questionnaire from the drop down list.
20. Complete the Diet Assessment Questionnaire.
21. Click on “Risk Factors” and review and complete the screen.

/. NOTE: Refer to Chapter 3, Lesson 304 Diet Assessment for information on
how to complete these screens.

Ch 3,700.3



Oregon WIC TWIST Training Manual January 20, 2016

22.  Click the “NE Plan” tab.
23. Complete the screen and sub-tabs.

J NOTE: Refer to Chapter 3, Lesson 201 Interaction with Client; Chapter 3,
Lesson 401 Interventions; Chapter 3, Lesson 402 Nutrition Education Provided,
Chapter 3, Lesson 403 Goals; Chapter 3, Lesson 404 Referrals; and Chapter 3,
Lesson 900 Individual Follow-ups for information on how to complete these
screens.

24, Click the “Progress Notes” tab.
25. Enter any notes, if needed, and save.

7 NOTE: Refer to Chapter 3, Lesson 405 Progress Notes for information on
how to complete this screen.

26. Click the “BF Tracking” tab.
27.  Complete the screen, if applicable.

J NOTE: Refer to Chapter 3, Lesson 600 Breastfeeding Tracking for
information on how to complete this screen.

28. Click the “Food Pkg. Assignment” tab.

. The food package will default to an appropriate food package based on the
category of the client.

. The food package can be changed if needed.
29. Complete the screen.

/. NOTE: Refer to Chapter 3, Lesson 500 Assigning and Forecasting Food
Packages or Chapter 3, Lesson 501 Modifying Food Packages for information on
how to complete this screen.

30. Save and exit.

NOTE: You must go to the “Family Summary” screen to issue the benefits. This
screen is described in Chapter 3, Lesson 1100, Family Summary Screen.
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< Tips and Shortcuts:

J A recertification may be performed 30 days prior to the end date of the
current certification.
o If the user tries to recertify the client prior to 30 days then the user will

need to end the current certification (a termination date will be placed in
the Termination Date Field) prior to starting the recertification process.

o Recertification is separate from Category Change. For a pregnant to
postpartum woman a recertification process will occur once the 6-week
postpartum period has been completed.

v” Skill Check:

Use the information from your * Activity for this skill check. A client comes in
to the WIC office 3 weeks before her certification ends and needs to be
recertified. Recertify her using the information on your * Activity Sheet.

Answer the following question.

1. If a client needs a recertification more than 30 days before the current
certification ends, what must you do before you can recertify?

rd

& Notes:
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Chapter 3: Client Processes
Section 6: Certification Variables
Lesson: Breastfeeding Tracking

Objectives:

Upon completion of this lesson the user will be able to:
o utilize the “BF Tracking” screens;

o document breast pump issuance; and

o update breast pump issuance record;

o record a breastfeeding contact.

Oregon Policies:

710  Breastfeeding: Definition, Promotion and Support Standards

712 Breastfeeding: Breast Pump Ordering, Distribution and Tracking
Guidelines

716  Breastfeeding Peer Counseling (BFPC) Program Requirements

Overview:

TWIST has a special set of screens used to collect information on the
breastfeeding mother and infant. The “Breastfeeding Tracking” screens found
on the woman’s certification screen will assist in educating and supporting
pregnant and breastfeeding women and are used to track breast pump issuance
and to record contacts specific to breastfeeding.

Instruction:

Completing the Questionnaire

The starting point for this lesson is:
Client Processes = Certification & Women = Breastfeeding Tracking
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i Client Processes - [CP3115 - Woman Certification State 1D:2921382 Name: Tofu, Mommy DOB:02/0271980]
File Edit “indow  Help

|8~ [SE | @& | & 2@ 5|
Selection |
WIC ID: [10308536-01  Name: [Tofu, Mommy DOB: [IZf02/1950 | WIC Cat.: [WOMAN, EXCLUSIVELY BREASTFE| Tr.Type: i ‘

Medical Data  + | Health History ~ » | Diet Azzessment | ME Plan | Progress Maotes BF Tracking ! | Food Pkg. Assignment |

rQuestionnaire Data |

Questionnaire: |Postpartum BF Assessment -

(s Fostpartum BF Assessment Show: IAII vl
Purmp ik k
—| Questi

Mo, Answer Nntesl

5 o o Ereastfeeding
P [p6a Have Mo

6 How long do you plan to breastfeed? {infant age in monkhs)

Ll

7 ave you breastfed before? ~I
s o vou have any questions or concerns about breastfeeding? ;I
P9 fIs client requesting a breast pump?) ;l
_ o Is client requesting Formula?) ;l
Histary |
Questi i | Contacts | Referralz | Breatpump lssuance |
LChange Transaction Type Determine Eligibility |
|Ready | tap 31, 2006 03:18:04 AM | Susan Greathouse | S alud WIC Frogram famnet_test / famnet

Figure 1: “BF Tracking — Questionnaire” Screen

1. Retrieve the client for whom you want to enter breastfeeding
tracking information.

2. From the “Questionnaire” field select the appropriate
questionnaire from the drop down list.

3. Tab to the “Contact Date” field.

e This field defaults to today’s date but may be modified.
e The “Entered By” ficld defaults to the user’s login ID.

4. Tab to the “Show” field.

e From this drop down menu you may select to display “All” questions or
only “mandatory” questions.

e The questions will be displayed in the “Questionnaire” section of the
screen.

5. Enter the appropriate answer for each question.

e Answers are entered by selecting from the drop down list or manually
entering specific information such as a date.
e (Certain answers may generate additional questions or pop-ups.
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e Click in the question field and scroll over to view the entire question.
e Clicking “OK” will save the answers and close the pop-up.
e Clicking “Cancel” will close the pop-up.

J NOTE: Information can be changed the day the contact visit is entered by
accessing the screen and modifying the answer.

6. Double click in the “Notes” field.

e This opens the “Question Notes” pop-up and allows you to enter a free
form note, as needed.
e A note may be entered for each answer.

7. Click “OK” to save the note and close the pop-up.
e Clicking “Cancel” will close the pop-up without saving the note.

8. Save.
Accessing Questionnaire History

Previous “Breastfeeding Tracking” questionnaires can be viewed at any time
utilizing the “History” button.

The starting point for this lesson is:
Client Processes = Certification & Women = Breastfeeding Tracking =
Questionnaire

1. Retrieve the client for whom you want to view breastfeeding
information.

2. On the “Questionnaire” screen, click the “History” button.
The “Questionnaire History” pop-up is displayed.

3. Select the questionnaire you want to view and click “OK.”

e The questionnaire is displayed.

e The questionnaire is view only and cannot be modified unless it was
created today.

e To close the pop-up without selecting a questionnaire, click “Cancel.”

e To view another questionnaire, click the “History” button and repeat the
process.

4. Exit.
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Completing the “Contacts” Screen

This sub-tab is used to record contacts with participants that are specific to
breastfeeding and to create a call back tickler if desired.

The starting point for this lesson is:
Client Processes = Certification = Women = Breastfeeding Tracking

= Contacts
¥ Chient Processes - [CP3115 - Woman Certification State ID:943498 Name: Hines, Artrina Clag =101 x|
Fi= Ed i Help
P = 2F 0@ =
{5election }
WIC ID:fO993776-01  Mame: fines, Artina Claciamas-5andy-6 D0: [E02/1990 WIC Cat: [WOMAN, PREGHANT Triypefs
MedcolData ¥ | HesthHisioey v | DietAssessment v | NEPlan | Progress Notes ( BF Tracking | J Food Package Assignmernt v |
ICnn!nd::

Corkack Diate | Conkact Type | Hotes | Enered By |
*L 05/23/2011 [TELEPHOME CALLOUT =] jibrina snjoyed her first prenatal group. She has som concerms abolt b Kim MoGes

Breast Feeding Topics

e

Ingest | Bemove |
Questionnars l:m.mlﬂnfﬂoh I&wt?uplm J
[ EARENG gL
Erucliment iy Screen | sl S | Change Tranescbon Typs || Detsmine Elghily |
[ready oy 23, 2011 11:28 AW [¥im McGien | Clackamas  fanvat_tain / fanemt_posciics 8

Figure 2: “BF Tracking — Contacts” Screen
1. Click on the “Contacts” tab.

The “Contact Date” and the “Entered By” fields default to today’s
date and the person entering the contact, but can be modified.

2. Select the type of contact from the drop down list in the
“Contact Type” field.

3. Double click on the “Notes” field to write a note. This field is
optional.
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4. To enter a breastfeeding topic for the “contact”, click the
“Insert” button in the lower left corner to generate a blank row
in the “Breastfeeding Topics” section.

5. Complete the “Breastfeeding Topic” field by selecting the
appropriate topic from the drop down list. The breastfeeding
topic documents what was discussed at the contact it is
associated with.

7 NOTE: The “Callback Date” and “Closed Date” are optional fields.

A breastfeeding topic must be entered in order to enter a call back date. If a
callback date has been entered the client will show on the “Breastfeeding
Tracking Function Call Back” report if the date entered is within the report
parameters. If the closed date is completed the participant will no longer show on
the “Breastfeeding Tracking Function Call Back” report.

6. To display the “Breastfeeding Topic” history, click on the

“Contact Date”. Breastfeeding topics for that date will show in
“Breastfeeding Topics” section.

“* Client Processes - [CP3115 - Woman Certification State 1D;272759 Name: Mitchell, Maria Cla =10 x|
Fle Edl Window Heb
B+ - | SE 0% | ) @[]
| Selection | -
WIC ID: D0145665-01  Name: pitchell, Maria Clackamas-OC-A DOB: [I5/14/190  WIC Cat.: WOMAN, FULLY BREASTFEEDING  Tr.Type:[C
MedcalData v | HesthHistoyy v | DietAsssssment v | NEPlan v | ProgiessNotes  BF Tracking | ]Foodpmkagmsswm v|
~|Contacts
Contact Date | Contact Type Motes | Enkered By | =
M os/16/2011 [OFFICE FOLLOW-UP _=| [ alk-in today For Breastpump. She will be going back ko wark June 15t plackamas
04/20/2011 |TELEPHOME CALL IN _~|[5he had her batwy and nursing is gaing great. She may return to work i Kim McGes
03(15/2011 |TELEPHONE CALL OUT | ttended last group, she is exdted and ready ko nurse her baby boy. Kim McSee

_Jozjz0/z011 [TELEFHOME CaLL oUT =] May be returning to work after the baby is born, would ke to pump.  Kim McGee

~|Breast Feeding Topics

Callback Date | Closed Dake
~|| oofoojoooo | oojoojooon
=] vefo4fznit | 00/00/0000

Iresest I Bemove i
Questionnai C I Refenal: | Breast Pump Issuance l
Ervoliment I Family Sumenary Scmml stioris Status I LChange Transaction Type Determine Ehghilty
[Ready | May 18, 2011 01:10 PM | clackamas | Clackamas famnet_train / famnet_practice

Figure 3: “Breastfeeding Topics”
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Completing the “Referrals” Screen

The starting point for this lesson is:

6.

Client Processes = Certification & Women = Breastfeeding Tracking
Click on the “Referrals” tab.
The “Contact Date” ficld defaults to today’s date but can be modified.

Tab to the “Organization” field and select the appropriate
organization from the drop down list.

The “Phone Number” will be displayed.
Select the appropriate status from the drop down list.

The “Date Ended” will be generated by the system if the “Status” is
marked “Completed.”

For all other status selections the “Date Ended” will be disabled and
displayed as 00/00/0000.

Click the “Insert” icon to add a second row.
Click the “More Info.” button in the lower right corner.

The “Referrals from WIC” pop-up is displayed with detail information
about the organization.

To print the information for the client, click “Print.”

To close the pop-up, click “Close.”

Save.

Breast Pump Issuance

This sub-tab is used to record what type of breast pump has been given to a
woman and tracks the return of multi-user pumps. Breast pumps must be entered
into inventory before they are available on these screens for issuance. For more
information see Chapter 8, Lesson 104 Breast Pump Inventory and Tracking
Reports.

The screen consists of two sections, “Contact Info” and the issuance record.
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i Client Processes - [CP31 ;Iilll

Fil_e Edit ‘Window Help

B +-|E0 2% sm@ls]
Selection |
WIC ID: p0?69423-01 Name: Foodmother, Frances DOB: |11,|’18,|’198? WIC Cat.: |WOMAN, EXCLUSIVELY BREASTFEI Tr.Type:E ‘

Medical Data | Health History v | Diet Aszessment v | ME Plan | Progress Notes BF Tracking | Food Pha. Assignment |

F:ontact Info !

Address Type : HOME Phone Hurber Ext. Phone Type
fddress : 2 MOCKINGEIRD Ln f503) 2587857 jeme
ILWALKIE, Oregon 97222

Date Type Serial # |Partner | Lacting | Extended Date  |Referred| Referral
Issued Purnp | Due Date | Due Date | Returned | to State Date
P |04/15/2006  [HospitalGrade Breast Pump (Lacting) | [100000 18] D4/30(2006 |0/00/0000  |0/00/0000 = jojoojooon
D4/15/2006  [Double Pumping Accessory Kit | 5] 0J00f0000  [o0j00/0000  [0j00/0000 I~ [ojoojooon
| | i
Guestionnaire | Contacts | Referals  Breatpump lssuance |
LChange Tranzaction Type | Determine Eligibility |

|Ready | April 15, 2006 03:32:45 P | Kelly Sibley | Clackamas CHD famnet_test / famnet

Figure 4: “Breast Pump Issuance” Screen

Contact Info will be auto-filled from Client Master with the address type, address,
and phone number, and phone number type.

Issuing a Lactina or EnDeare
Date | Type Serial # |Partner | Lactina | Extended Date

| Issued Pump | Due Date | Due Date | Returned

3 'ZI4,|'15,|'2006 |Hospita|—Grade Breast Purnp (Lactina) ;”100000 [uo l:l4,|'30,|'2006 pnmumuuu pnrunmuun

Figure 5: Lactina or EnDeare Issuance

1. The “Date Issued’ field defaults to today’s date but can be
modified.

2. Select “Hospital-Grade Breast Pump (Lactina)” or “Multi-User
Breast Pump (Hygeia EnDeare)” from the drop down list in the
“Type” field.

3. Enter the “Serial #° shown on the pump. Include the H with
the Hygeia serial #.

4, Enter the date the pump is due to be returned by the client in
the “Pump Due Date” field. This field can be modified at any
time. If this date is within the date parameters on the “Multi-
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User Pump Tracking” report, the participant will show on that
report.

J NOTE: The “Extended Due Date” ficld is optional. Using this field allows
the user to retain the original “Pump Due Date” information.

Alternate Alternate Contact | Alternate Contact
Contact Relationship Fhone Motes
'VIary Goodfriend Fiend 03-254454 |

Figure 6: Alternate Contact Information

5. Complete the “Alternate Contact” field with the alternate
contact’s first and last name.

6. Complete the “Alternate Contact Relationship” field with the
relationship of the alternate contact to the WIC client.

7. Complete the “Alternate Contact Phone” field with the phone
number of the alternate contact.

8. Double click in the “Notes” field to open the “Breast Pump
Issuance Notes” field and enter a free form note. This field is
optional.

9. Once “Save” is performed the “Partner Pump” field will

display “Yes” if the pump belongs to a WIC Breast Pump
Partner or “No” if the pump belongs to your agency.

Issuing Other Breast Pumps

Date Type Serial # |Partner | Lactina
Issued Pump | Due Date

3 |J4,|'15,|'2EIEIE Hospital-Grade Breast Pump (Lacting) ;I 100000 [ 4130/ 2006
|04/15/2006  |Double Pumping Accessary Kit | I5) 07000000

Figure 7: Pump Issuance

1. The “Date Issued” field defaults to today’s date but can be
modified.

2. Select the desired pump or pump accessory from the drop
down list in the “Type” field.

J NOTE: Issuance of a Lactina, EnDeare or Pump-In-Style will be indicated on
the “Family Summary Screen”. See Chapter 3, Lesson 1100 Family
Summary Screen for more information.
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J4 NOTE: To add an additional row, click the “Insert” icon. To remove a row,
click the “Remove” icon. Once “Save” is performed the row cannot be
removed.

Entering a Return Date for a Lactina or EnDeare Pump

1.

Complete the “Date Returned” field when the pump is
returned. Entering a date in this field will remove the “Pump
Due Date” reminder box in the “Family Summary Screen” and
will remove the participant from the “Multi-User Pump
Tracking” report.

Referring an Overdue Lactina or EnDeare to the State

1.

Click in the “Referred to State” field to place a check mark in
the box. Refer to Policy 712 in the WIC Program and Policy Manual for

more information on referring a client with an overdue pump to the State
WIC office.

Type in the date the overdue breast pump was referred to the
State WIC office in the “Referral Date” field. This field becomes
mandatory when the “Referred to State” field is completed.

- Practice Activities:

The starting point for this lesson is:

Client Processes = Certification = Women = Breastfeeding Tracking =
Questionnaire

Click the “Open” icon to access “Client Search” and select a client for
whom you want to enter Breastfeeding Tracking information.

Click the “Return with Client” button.

Select the appropriate questionnaire.

Leave “Contact Date” as today’s date.

Tab to the “Show” field and select All.

Complete all answers to the questions using any information you want.
Save your work.

Click the “Contacts” tab and add a contact with today’s date.

Select “Home Visit” as the contact type.

Enter a note.

Add a breastfeeding topic of your choice with today’s date.

Leave the “Callback Date” and “Resolved Date” blank.

Click the “Referrals” tab and add a referral with today’s date.

Select an organization of your choice and select “Completed” for the status.
Save your work and exit the screen.
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& Notes:
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Chapter 3: Client Processes
Section 6: Certification Variables
Lesson: Temporary Newborn Infant Certification

NOTE: Temporary Newborn should not be used at this
time. Please call App Support if you have questions.

Objectives:

Upon completion of this lesson the user will be able to:

o complete a Temporary Newborn Certification of one or more infants;

o change the mother’s category and issue a new food package;

o describe the policies concerning the issuance of benefits for the newborn
who is not present at time of the certification completion; and

o complete a certification with a participant with multiple infants.

Oregon Policies:

¢ 601  Physical Presence
¢ 645  Certification Periods
¢ 713 Breastfeeding: Use of Supplemental Formula

Overview:

Having a baby can be a very busy and stressful time. TWIST helps you eliminate
some of the stress for the participant by allowing a “Temporary Newborn
Certification” to be completed. This certification is a quick process where
minimal information is collected from the participant and entered into the system.
TWIST then creates a limited certification period of six weeks from the infant’s
date of birth rounded to the end of the month. This allows you to issue benefits for
the baby for at least one month without requiring mom to bring her baby and all
the necessary documentation into the clinic. Temporary Newborn Certifications
may even be completed over the phone and benefits can be issued to the
participant’s account. After the Temporary Newborn Certification period has
expired you must enter all the necessary data into TWIST to complete a
certification.

In this lesson you will learn how to complete the Temporary Newborn
Certification process and change the mother’s food package if necessary.

2 NOTE: The Temporary Newborn Certification process should not be used if
you plan to see the infant in the month of their birth. TWIST will not allow you to
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certify an infant that has been enrolled using the Temporary Newborn
Certification process until the month they turn 6 weeks old.

Instruction:
Enrolling a Temporary Newborn

NOTE: Temporary Newborn should not be used at this
time. Please call App Support if you have questions.

The starting point for this section is:
Client Processes @ Enrollment & Intake = Enrollment = Intake

1. Retrieve the woman for whom you want to add a newborn.
2. Click the “Fast Path” icon and select “Certification, Temporary
Newborn.”

‘afé‘ Client Processes - [CP4205 - Temporary Newborn Certification] I - |ﬁ'|1|
File Edit ‘Window Help

|8+ - |E 0% | sB@al= 2
Selection I
FWIEID:| Name: | DOB: [10/00/0000  WIC Cat.: Tr.nrpe:|_ ‘

| Newborn Data |

| BF Tracking | Food Pka. Aszsignment |

EfM: LBS: O
Birth Weidht: [ENGLISH [~ | | 0
EfM: Inch: 1/gth:
Birth Lencth: [ENGLISH [~ | o 0

1= This Infant BreastFeeding Now 7 :B

Has The Infant BreastFed In The Past 48 Hours 7 I:B

Infant's Info Mather's Infa
B I qory: —_—
WICD Ul ey | ] WIC ID: [17987544-01
ez I Mame: Cakeqgory, YWoman
Cert End Date: [10/000000 Cert End Date: P3f31/2003
Risk Level: I:E
% Erint: Mewborn BF Referral |
Change Transaction Tyvpe I Determine Eligibiity: I
|Ready | February 03, 2003 11:52:01 &M | Sara Goodrich | Harney CHD

;ﬂstart”J WEE B E |J Euovel-.. | @orovp... | Eseert .. |[Bcient . [ RPGONMEDIDm 115340
Figure 1: “Temporary Newborn Certification — Newborn Data” Screen
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The “Selection” section contains the participant information.
There are four tabs: “Newborn Data,” “WIC Notes.,” “BF
Tracking” and “Food Pkg Assignment.”

“Newborn Data” and “Food Pkg Assignment” must be
completed to enroll the newborn.

“BF Tracking” is an optional tab to assist the certifier or peer
counselor with breastfeeding counseling.

When the screen is completed a blue check mark will be displayed
next to the tab title.

The “Mother’s Info” section on the “Newborn Data” screen
displays the mother’s “WIC ID,” “Name” and “Cert End Date.”

3. Search for the infant you want to add.

FANOTE: Remember, you must search for a participant before they can
be added to the database.

3.1

3.2

Click the “Add New Client” button if the infant is not in the
database.

This takes you to the “Client Primary” screen.
Refer to Chapter 2, Lesson 100 Client Search and Demographics
to enter client primary information.

If the infant is already in the database, continue on to the next
step.

NOTE: You CANNOT perform a Temporary Newborn Certification on an infant
that has already been prescreened for WIC. Infants that have been prescreened
must be enrolled using the normal procedure with all certification screens

completed.

4. Click on the “Return w/Client” button to return to “Temporary
Newborn Certification - Newborn Data” screen.

The baby’s name, date of birth and transaction type will be
displayed in the “Selection” section.

The “Infant’s Info” section displays the “WIC ID”” and “Name.”
The “Cert End Date” and “Risk Level” have been generated.
The “Cert End Date” is the date the mother’s pregnancy
certification will end.
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FANOTE: The “Cert End Date” will be adjusted automatically by the system
based on baby’s actually birth date once the temporary newborn enrollment is

complete.

5. Enter the birth weight.

6. Enter the birth length.

7. Answer the breastfeeding questions using the drop down list.

7.1 The “WIC Category” will be populated in the “Infant’s
Info” section with “Newborn, Non-breastfeeding,” if both
questions are answered “No.”

7.2 If you answered “Yes” to one or both questions you must
select the appropriate category from the drop down list in
“WIC Category.” Answering “Yes” will also enable the
“Print Newborn BF Referral” button.

2 NOTE: TWIST will not allow you to select Mostly or Some Breastfeeding as
the category for a newborn in the month of their birth. WIC does not allow
issuance of formula to a breastfeeding infant under one month of age.

8.

10.

11.

12.

Save.

The “WIC ID” and “WIC Cat.” ficlds in the “Selection” section are
populated.

Click the “WIC Notes” tab and complete the screen if
appropriate.

Click the “BF Tracking” tab and complete the screen if
appropriate.

Click the “Food Pkg. Assignment” tab and complete.

Save.

J4 NOTE: To enroll more than one infant for a woman with twins or more,
continue to search for and enter the information for each infant before you exit.

13.

Exit.
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You will return to the mother’s screen with her new postpartum category and
ADD displayed.

14. On the mother’s record, Fast Path to Women, Certification and
go to the “Food Package Assignment” tab.

The standard food package for her new category is displayed. Adjust her food
package, if needed.

See Chapter 3, Lesson 500, Assigning and Forecasting Food Packages for more
information.

16. Save.

NOTE: You must go to the “Family Summary” screen to issue the benefits. This
screen is described in Chapter 3, Lesson 1100, Family Summary Screen.

Completing a Temporary Newborn Certification

NOTE: Use the instructions sent on January 15, 2016 for special instructions on
Temp Newborn certification.

After a temporary newborn has been enrolled, the infant’s record should be
accessed through the regular enrollment or certification screens, not the
“Temporary Newborn Certification” screen. When an infant is enrolled
using the temporary newborn process, only the “Medical Data” and “Food
Package Assignment” tabs will have check marks. The remaining tabs will
receive check marks once the certification is completed at their first appointment.

The starting point for this section is:
Client Processes = Certification = Infant/Child = Enrollment

1. Retrieve the enrolled temporary newborn infant for whom you
want to complete the certification.

2. Click the “Change Transaction Type” button.
3. Select “Recertification.”
4, Click close.

Please refer to Chapter 3, Lesson 700, Recertification for information on
completing the certification.
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< Tips and Shortcuts:

From the “Temporary Newborn Certification” window you may fast path
to:

. “Enrollment”
. “Family Appointments”
. “Family Summary Screen”

Once a temporary newborn has been enrolled, you will access the record
through the regular infant certification screen. You do not access the
record through Temporary Newborn. You will access the record from the
Enrollment or Certification screens once the temporary newborn is
enrolled.

For a woman with multiple births, the same process for enrolling a
temporary newborn is followed.

A category change must be done for breastfed infants now receiving
formula.

- Practice Activities:

The starting point for this activity is:

Nk W=

Client Processes = Certification @ Enrollment

Retrieve the participant for which you wish to add a newborn.

Click on “Fast Path” icon and select “Temporary Newborn Certification.”
Retrieve the newborn you wish to add.

Enter 7 Ibs. 8 oz. for the birth weight.

Enter 20 and % inches for birth length.

Answer “No” to both breastfeeding questions.

Select the appropriate category from the drop down list in “WIC
Category.”

Click “Food Pkg. Assignment” tab to verify the food package assignment
is correct.

Exit the screen.

& Note
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Chapter 3: Client Processes
Section 6: Certification Variables
Lesson: Certification Data Entry Document

Objectives:

Upon completion of this lesson the user will be able to:
o state the appropriate use of the paper certification form.

Oregon Policies:

¢ 405  TWIST Disaster Management
¢ 641  Documentation Requirements in the Absence of TWIST

Overview:

There are a few normal circumstances when you will certify a client without
access to TWIST as home visits or satellite clinics without computer equipment.
There may also be instances when you are not able to access TWIST in your
regular clinic, yet WIC operations can otherwise continue. When these situations
arise, certification data can be collected on a Certification Data Entry Document
and then entered into TWIST when it is accessible. To fully collect all mandatory
data for a certification, the Certification Data Entry Document must be
accompanied by completed health history and diet assessment questionnaires.

In this lesson you will learn how to complete a Certification Entry Document and
when it should be used.

Instruction:

Completing the Certification Data Entry Document

In TWIST, a certification cannot be completed and benefits cannot be issues until
information has been entered into all mandatory fields. Appointments cannot be
scheduled for a client until the certification is complete. The information collected
on the Certification Data Entry Document will be used to complete mandatory
fields in TWIST. The form is two sided and needs to be signed and dated when
complete.

The following sections comprise the Certification Data Entry Document.

o Client Primary
o Transaction Type
o Income Eligibility
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WIC Intake

Medical Data - Woman, Infant & Child
Other Medical Data

NE Plan

Appointments

Food Package

There are many optional fields in TWIST that are not included on the form. If you
need to document additional information use the health history questionnaire or
the margin of the certification data entry document.

© See Job Aid “Certification Data Entry Document” for
more information.

When to Use the Certification Data Entry Document

Most of the time, data will be entered directly into TWIST. The Certification Data
Entry Document is not intended to be used on a regular basis to collect
certification information and then enter it later into TWIST. It is to be used when
TWIST is unavailable. Information from the Certification Data Entry Document
needs to be entered into TWIST within two working days.

The following are appropriate situations for using the Certification Data Entry

Document.

o Field nurses who conduct home visits may use the Certification
Data Entry Document with the understanding that data collected on
the form must be entered into the TWIST system within two
business days.

o Satellite sites that do not have a laptop or other method for
conducting a certification using TWIST will use the Certification
Data Entry Document.

J Local agencies must use the Certification Data Entry Document in

the event that certification with TWIST is not available due to a
disaster or equipment failure.

Example: An agency network system is shut down for three hours due to a
brown out. During this period, certifications would be completed using a
Certification Data Entry Document. Once the brown out is resolved,
certifications would continue utilizing TWIST. The information from the
certifications completed during the three hour brown out would need to be
entered into TWIST within two business days as per policy.
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- Practice Activities:

Take the next 5 minutes to talk about your Local agency and when it would be
appropriate to use the Certification Data Entry Document and when it would not.

Use the notes section to write down your responses.

& Notes:
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Chapter 3: Client Processes
Section 8: Other Client Processes
Lesson: Transaction Types

Objectives:

Upon completion of this lesson the user will be able to:
J select the appropriate transaction type for each client process.

Oregon Policies:

¢ 945  Computer Generated Transactions
Overview:

In order to make TWIST easier to use, you will use the same screens for many
different functions. For example, the “WIC Intake” screen can be used during
“Prescreening,” “New Enrollment,” “Recertification,” “Transfers” and more! The
Transaction Type code is displayed on the top right corner of each screen and it
helps you to know which function you are using while you are on the screen.

In this lesson, you will learn about transaction types, including when and how to
select the correct one

Instruction:

About Transaction Types

Within “Client Processes,” transaction types are used to indicate which type of
transaction, or process, you are using in TWIST. The transaction types are:

° A — Re-activate

o C — Change

o D — Display

o [ — Transfer-In Within Oregon

° N — New Enrollment

o O — Transfer-In Outside Oregon
. P — Pre-screen

° R — Recertification

° T — Terminate

° X — Re-instate
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© See Job Aid “Transaction Types” for more information
about each Transaction Type.

Changing Transaction Type

In some cases, the transaction type is displayed automatically based on the
TWIST function you are using. For example, when using Transfers, Prescreening,
Enrollment, or making changes to a record mid-certification.

Other times, you will need to select the transaction type to reflect the client
process you wish to use. The following are some examples of when you would
need to select the transaction type.

o To re-activate a terminated client (who is still within their certification
period), select “Re-activation.”

. To recertify a client, select “Re-certification.”

. To re-instate a client who is terminated and more than 30 days past their

certification end date, select “Re-instate.”
To select the Transaction Type, follow this process in TWIST.

The starting point for this section is:
Client Processes =@ Enrollment and Intake = Enrollment = WIC Intake
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1. Retrieve the client for whom you wish to change transaction
type.

2. Click the “Change Transaction Type” button (at the bottom of
the window) to open the “Select Transaction Type” pop-up.

CPO50S - Select Transaction Type
—I‘rransactiun Types Ii

|_ [ty

[ Display

[T Re-certification
[ Follow-up visit
|_ Terminakion
I_ Re-activakion

[ Re-instate
| o | coaeel |
Figure 1: “Select Transaction Type” Pop-Up
3. Click the check box next to appropriate the transaction type.
4. Click “OK” to save the transaction type selection and close the
pop-up.

For help deciding which transaction type to select, use the following resources.

© See Job Aid “Choosing the Correct Transaction Type
for a Returning Woman with a New Pregnancy”

© See Job Aid “Choosing the Correct Transaction Type
for Children due for Recertification”
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© See the Video Job Aids:

Video: “Which Transaction Type for a Returning Woman
with a New Pregnancy”
https://youtu.be/geNnCy4iZao

Video: “Which Transaction Type to Use to Recertify a
Terminated Child”

https://youtu.be/HhXiUnlGZCM

& Notes:
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Chapter 3: Client Processes
Section 8: Other Client Processes
Lesson: Re-activate and Re-instate

Objectives:

Upon completion of this lesson the user will be able to:
° demonstrate how to re-activate a client; and
° demonstrate how to re-instate a client.

Overview:

A client may be terminated automatically by TWIST or manually by the user
during a certification period for a variety of reasons. Occasionally these
terminated clients may return to WIC during their certification period and need to
be re-activated. TWIST allows you to re-activate any terminated client whose
certification end date is later than the current date. This function allows you to
resume benefits immediately for the client without recertifying. This will save
both you and the client time.

Any client that is terminated and more than 30 days past the most recent
certification end date will need to be reinstated before they can be recertified. The
reinstate transaction should also be used for a woman who may or may not be in a
current certification period and comes in to be certified for a new pregnancy.

In this lesson you will learn how to reactivate and reinstate clients through the
“Change Transaction Type” pop-up.

© See Job Aid “Choosing the Appropriate Transaction
Type” for more information.

Instruction:

Re-activating a Client

The starting point for this section is:
Client Processes = Enrollment & Intake = Enrollment

1. Retrieve the client for whom you want to re-activate.
2. Click the “WIC Intake” tab.

3. Verify the client is eligible to be re-activated by reviewing the
“Termination/ineligible Reasons” pop-up.
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4. Verify the client’s transaction type is marked “D” for display.
5. Verify the certification end date is a future date.
6. Select the appropriate “Certification Record.”

7. Click the “Change Transaction Type” button in the lower right
hand corner.

CPO505 - Select Transaction Typéf:ir

—I‘rransactiun Types Ii
|_ e

[ Pe-certification
[ Follow-up Visit
|_ Tetrination
[T pe-activation
|_ Re-inskate

Ik I Zancel |

T T T
Figure 1: “Select Transaction Type” Pop-Up

8. Check the “Re-activation” check box.

9. Click “OK” to save the change and close the pop-up.

9.1 The “Transaction Type” is changed to “A” for re-activated.
9.2 The “Re-Activate?” box is checked.
9.3 The “Term Date” and the “Date of Term Notification”

have been reset to “00/00/0000.”
10.  Save.
11.  Exit back to “Select Modules.”
Re-instating a Client

The starting point for this section is:
Client Processes = Enrollment & Intake = Enrollment
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10.

Retrieve the client for whom you want to re-instate.
Click the “WIC Intake” tab.

Verify the reinstate transaction type is appropriate for the
client’s situation.

Select the appropriate “Certification Record.”

Click the “Change Transaction Type” button in the lower right
hand corner.

Check the “Re-instate” check box.

Click “OK” to save the change and close the pop-up.

7.1 The “Transaction Type” is changed to “X” for re-instate.
7.2 The “WIC Category” field becomes blank.

Select the client’s category from the drop down list.

The certification start date will auto fill with the current date.

Enter the “LMP,” “EDD” or “ADD” date as appropriate.

The certification end date will auto fill based on the client’s category and
“LMP,” “EDD” or “ADD” as appropriate.

Proceed with the steps for recertifying the client as in the
“Recertification” lesson.

The system will change the “Transaction Type” to “R” for re-
certification when you access the “Medical Data” screen.

< Tips and Shortcuts:

From this window you may fast path to:

o “Client Master Demographics”
o “Enrollment”

o “Family Appointments”

o “Infant/Child Certification”

o “Woman Certification”

A client can only be re-activated or reinstated from the “Change
Transaction Type” pop-up in the “Enrollment & Intake” section.
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For clients who are terminated and more than 30 days past their
certification end date, use the “Re-instate” transaction type.

When the user selects “Re-instate” or “Re-certification” for an inactive
client still within a current certification period, a message will pop-up
stating, “The client is still in a valid certification period, consider using the
Re-activate Transaction Type.”

When the user extends the LMP or EDD for a pregnant woman more than
30 days before changing the transaction type, a message will pop-up
stating, ““You are moving the LMP/EDD more than 30 days. If this is for
current pregnancy in TWIST, select YES. If this is a NEW
PREGNANCY, select NO, than use the Reinstate transaction and enter the
new EDD. Do you still want to proceed?”

= Practice Activity #1:

Use the information from your * Activity Sheet for this practice.

The starting point for this activity is:

Client Processes = Enrollment & Intake = Enrollment

1. Retrieve the client you wish to re-activate.

2. Verify the client is eligible to be re-activated.

3. Click on “WIC Intake.”

4. Verify transaction type is “D.”

5. Verify certification end date is a future date.

6. Click the “Change Transaction Type” button.

7. Check the “Re-activation” box.

8. Click “OK” to close the pop-up.

0. Verify the transaction type is now “A,” the “Re-Activate?” box is checked
and the “Term Date” and “Date of Term Notification” are set to
00/00/0000.

10. Exit the screen.

v” Skill Check:

Now that you have completed this lesson take the appropriate steps to re-instate a
client. Use the information from your ® Activity Sheet for this skill check.

Do a screen print of the “WIC Intake” screen before you re-instate and after you
re-instate. Write your name on both screen prints before you turn them in to your
instructor.

& Notes:
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Chapter 3: Client Processes
Section 8: Other Client Processes
Lesson 803: Updating Client Information Mid-Certification

Objectives:

Upon completion of this lesson the user will be able to:
. summarize how risks are affected by a Change transaction; and
. update information during mid-certification.

Oregon Policies:
¢ 646  Mid-Certification Health Assessment
Overview:

During the certification period, you may need or want to update information in a
client’s record. This could occur during a Mid Cert Health Assessment or
Individual Follow-up appointment. TWIST allows you to update all client
information any time during the certification period. Updating information may
result in additional risk(s) being assigned. You may also manually add additional
risk(s) during the certification period. However, any change in the client’s data
will not result in risks being removed. In addition, changes made to the client’s
income will not automatically terminate them in the system. Client’s whose
income exceeds income requirements mid-certification will need to be manually
terminated. Refer to Chapter 3, Lesson 805, Terminations/Ineligible for how to
manually terminate a client from WIC.

Once a client certification has been completed the transaction type automatically
changes to “C.” Information may be changed at any time. You do not need to

access the “Change Transaction Type” pop-up.

To change a client’s food package mid-certification, see Chapter 3, Lesson 502,
Changing Food Package Mid-Certification.

To change a client’s category mid-certification, see Chapter 3, Lesson 806,
Category Change.

In this lesson you will learn how to update client certification information.
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Instruction:

Changing Client Information

The starting point for this section is:
Client Processes = Certification

On the “Certification” drop down menu there are two options: Infant/Child or
Woman. Both options display identical drop down menus. Select the appropriate
choice to access the certification screens for the correct category.

1. Retrieve the client for whom you want to update information.

2. Click the tab title of the screen you want to update.

i Client Processes - [CP31 ;Iilﬁl

File Edit ‘Window Help

[# [+ - |sH |0 & | % 2@ =]
Selection |
WIC ID: [J0851857-00  Name: [Certification, Mid DOB: [12/13[1978  WIC Cat.: fWOWMAN, EXCLUSIVELY BREASTFE! Tr.Type:[C ‘

Medical Data + | Health History ~ « I Diet Azzeszment v | ME Plan | Frogress Mates Jll BF Tracking 1 | Food Plkg. Assignment v |

r|Anthropometry |
Collection Prenatal Current Weight Height Weeks | Cumul, WE | BMI IMedical Motes
Drate Piostparturn Eft I Les oz EfM I Inch 18 Gest, | GainfLoss
= L__— —
P fltzi1ziz005  [POSTRARTUM ¥ |[ENGLISH ~|| 145 ofencLisH v || 63 0 af 0] 2568
[PostPartum [——————([Biochemical Info |
Actual Delivery Date: |11,|’30,|’2005 Collection Prenatalf  [Hemoglobin|Hematocrit| Weeks |Blood Lead
Estimated Delivery Date: [11/29/2005 Lt IREEtEEEm Sl || el
Total Weight Gain {in LBS); 28.00 P Jiziizjzo0s  postRaRTUM [ 12.00] 00| af 0.0
Pregnancy Just Completed
Twins or Maore: '- EfM LBs  0OZ

ft, Before Last Pregnancy: [ENGLISH || 135| 0

EMI Before Lask Pregnancy: I 23.91

Inzert | Bemove | EiewGraphl

LChange Tranzaction Tupe | Determine Eligibility I
Readﬂ 3 | December 13, 2005 03:3418 AM [ Sara Goodrich | Baker CHD dhis-o / famne

iﬁStartl J T &G 9 e |J P hiovell Grou...l i Select Mod... “i}éﬂ[lient Proc... |<EI-N%035§E|@E@ @en osaam
Figure 1: “Woman Certification” Window

3. Use the “Insert” icon or button to add a new row of data.
4. Enter the new information.
5. Click “Health History — Risk Factors” to review medical or

health risks.
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6. To assign an additional risk double click on the risk you want
to assign.

J NOTE: Your role in the clinic determines which screens you may update.

i Client Processes - [(P311S - Woman Certification State ID:2873717 Name: Certification, o |ﬁ| |5|
File Edit ‘indow Help

(B4 - =@ o0& | & 2@ S|
Selection I
WIC ID: [I0351837-01  Name: [Certification, Mid DOB: [12/13/1978 WIC Cat.: [WOMAN, EXCLUSIVELY BREASTFEI Tr.Type:E ‘

Medical Data w Health History v |Diet Aszzessment Vl ME Flan Vl Progress Motes Jll EF Tracking 1 | Food Pka. Assignment v |

_lAssigned Risk Factors ! _lRisk Factors Mot Assigned !
Code Descripkion Code Descripkion o
p 03 HISTORY OF GESTATIONAL DIABETES p |01 LNDERWEIGHT (WOMEM)
32 CLOSELY SPACED PREGNANCY, CONCEPTION BEFORE 1 111 OVERWEIGHT (WOMERN)
_I425 INADEQUATE FOLIC ACID INTAKE 2 PREYENT NTD'S, 5l 133 HIGH MATERMAL WEIGHT GAIM
01 LOW HEMATOCRIT/LOW HEMOGLOBIN
211 EFLEVATED BLOOD LEAD LEVELS
il H: OF PRETERM DELIVERY < OR EQUAL TO 37 WKS GEZ
1z Hx OF LOW BIRTH WEIGHT , OR EQUAL TO 5LE 502
21 HISTORY OF FETAL LOSS
31 FPREGNANCY AT Y¥OUNG AGE, COMCEPTION < OR EQLIAL
| . (333 HIGH PARITY AND Y¥OUMG AGE
-
q 1 D | _>l_I
_l Summary !
Priority: I—l Risk Level: Im

Questionnaire isk Factors

LChange Tranzaction Type | Determine Eligibility

|Ready | December 13, 2005 09:36:22 AM | S ara Goadrich | Baker CHD
iaStart”J B e |J P hovell Grou...l i Select Mad. .. “%i?ﬂl:lient Proc... |<E|§N MOPBE WP ED®  sseam
Figure 2: “Health History — Risk Factors” Screen

7. Save.

8. Exit back to “Select Modules.”

X Tips and Shortcuts:
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& Notes
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Chapter 3: Client Processes
Section 8: Other Client Processes
Lesson 804: Transfers

Objectives:

Upon completion of this lesson the user will be able to:

o Transfer a participant or family from one local agency to another within
Oregon;

o Transfer a participant from another state into Oregon WIC; and

o Print a WIC transfer card (VOC).

Oregon Policies:

¢ 652  WIC Transfer Card and WIC Overseas Program
¢ 653  Participant Transfers Into And Out-Of-State

¢ 654  Participant Transfers Within State

¢ 610  Required Proofs - Identity, Residency, Income

Overview:

TWIST makes transferring a participant as easy as 1-2-3. In TWIST you can
transfer participants from one local agency to another in just a few minutes and
enrolling a participant from another state is almost as fast. You will even be able
to print transfer information for participants leaving Oregon with a few quick
clicks!

Instruction:

Transferring a Participant from Outside Oregon

The starting point for this section is:
Client Processes = Transfers

To complete an out-of-state transfer, minimum information must be entered into
TWIST. This information should be available on the Verification of Certification
(VOC) or Transfer card the participant will bring with them. If not, call the
participant’s originating WIC clinic to get the information you need.
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1. Select “Transfer-In From Outside Oregon.”

‘—':-‘ Client Processes - [CP1505 - Transfer-In From Dutside Oregon]

File Edit ‘“Window Help
|8+ - SH | 0% | ¥ @ S|

—| Selection |
WIC ID: | Name: | DOB: [I0fO0/0000 WL Cat.: Tr.Type:|
WIC Intake | WIE Hiotes | Tiratster [nfarmation | Food Bka) Assignment |
| WIC Intake |
WIC T0: I
Other Family Members On WIC? v[ 0ld WIC ID: | Wiaiting List: |
Clinic: x| [For Women Ol
WIC Category! =] ‘Woker Reqistration Offered: vl
are You a Migrantz MO v | M =
fre Vou Homeless? [0~ =] 23 Education: k|
May We Contact You By Phone? = LMP: 00f00f0000  or EDC: [00f00{0000  ADD: 00/00/0000
May We Contact You By Mail? hd Mother's WIC ID:| -I Guardian Type: |
Auto Scheduler, OK? I\"ES 'I Mother's DOB: ED,I’DD,I’DDDD D Prosy: |
Medical Provider Info Present: []
Generate WL |0 | Search for Family b embers | S0 Historny | Beferals | Medical Providers | Pt On W ait List |
ﬂ Certification Dates I
I Start Date I End Date I Transfer I Term Date I Term Type I Date of Term NotiFicationl
P |poyon/o000 Jpoyon/o000 | Jpofoo/o000 |client | joo/o0jo000
LCategory History | Termination/|neligibility B easons |

Immunizations Due I Agzign BN Group I Azzign Feer Counselor I Client Dizgualifization I Lhange Transaction Type I Detemine Eligibility I

[Ready | February 14, 2007 08:59 AM | Sara Goodrich | Baker CHD famnet_test / famnet

hstart||| A B B @ || ®n.| ®e. | ®a.| Bs.|[EBc. |GNHBEORW WS Qs assam
Figure 1: “Transfer-In From Outside Oregon” Pop-Up

) The window is divided into the “Selection” section, which
contains the participant’s information, and the tab section.

) The window contains four tabs: “WIC Intake,” “WIC Notes,”
“Transfer Information” and “Food Pkg. Assignment.”

) The “WIC Intake”, “Transfer Information” and the “Food

Pkg. Assignment” screens must be completed to successfully
transfer the participant into WIC.
o Tabs will be marked with a check mark when completed.

2. Search for the participant you want to transfer into Oregon WIC.

J/ NOTE: Remember, you must search for a participant before they can be added
to the database.

2.1 Click the “Add New Client” button if the participant is not in the
FamilyNet database.

o This takes you to the “Client Primary” screen.
o Refer to Chapter 2, Lesson 100 Client Search and
Demographics to enter client primary information.
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2.2 If the participant is already in the FamilyNet database for your agency,
continue on to step 3.

2.3 If the participant is already in the FamilyNet database, but not in your
agency, exit and go to the “Transfer-In From Inside Oregon”
window.

o The participant must first be transferred into your agency
using the “Transfer-In From Inside Oregon” window.

o Refer to the Completing a Transfer-In Within Oregon
section of this lesson to transfer the participant into your
agency.

o Once the participant is transferred into your agency,
complete the out-of-state transfer using the “Transfer-In
From Outside Oregon” window.

3. Click on the “Return w/Client” button to return to “Transfer-In
From Outside Oregon” window.

. The participant information is displayed in the “Selection”
section of the window.

. The “WIC ID” and “WIC Cat.” fields are blank. These will be
populated once you have completed and saved the “WIC Intake”
screen.

o The “Tr. Type” field is populated with “O” to indicate this
participant is an out of state transfer.

Completing the “WIC Intake” Screen

4. Complete the “WIC Intake” screen as instructed in the lesson
“WIC Intake.”

J/ NOTE: Participants certified on WIC in another state must be placed at the
top of the waiting list if the local agency is at maximum caseload and not
accepting new participants. Refer to Policy 653 for transferring in participants
from out of state when an agency is at maximum caseload.

Ch 3, 804.3



Oregon WIC TWIST Training Manual August 24, 2015

5. Click in the “Start Date” field and enter the actual certification
start date from the participant’s transfer card.

6. Tab to the “End Date” field and enter the actual certification end
date from the participant’s transfer card.

7. Save.
The “WIC ID” and “WIC Cat.” fields are now populated.
Completing the “WIC Notes” Screen
8. Click the “WIC Notes” tab.
9. Complete the “Notes” screen as needed.
Completing the “Transfer Information” Screen

10.Click the “Transfer Information” tab.

—| Selection I

WIC ID: I0757110-02  Name: [Transfer, Woman DOB: [10{20/1983  WIC Cat.: WOMAN, PREGHANT Tr.Type:F

WIC Intake  w | WIC Mates Transfer Information | Food Pkg. Assignment |

—| Transfer Information I

Certification Date: W Certification End Date: W
Priarity: Im Risk Level: m

Diate Last FI Issued: W Estimated Delivery Date: W
Proof af ID: | d Procf af Residency: lﬁ

Eligihility Pending: [~ Eligibility Pending Date: FDIDDIDDDD

rMeasurement Information

Measurement Date: ' 0/00,0000

E/M LES Lo
Weight: IENGLISH vll o I 1)
E/M Inch 1/a

Height: IENGLISH v” UI 1)
Measurement Date: FD,I’DD,I’DDDD

HiGE: | 00 HCT: | .00
HMutritional Risks
Twins or More: I- 4'
Immunizations Due | Aazzign B Group | Lizzign Peer Counszelor | Client Dizgualification | Lhange Transaction Type | Determine Eligibility

Figure 2: “Transfer Information” Screen

° Information from the VOC is entered in this screen.
. The “Certification Date” and “Certification End Date” are
carried over from the “WIC Intake” screen.
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11.Select the type of proof provided in the “Proof of ID” field.

12.Select the type of proof provided in the “Proof of Residence”
field.

12.1  Check the “Eligibility Pending” box if the participant does not
have the appropriate proofs with them. See Policy 610 Required
Proofs - Identity, Residency, Income for more information.

13.Click the “Nutritional Risk” button in the lower right hand corner
to open the pop-up.

% Client Processes - [CP1505 - Transfer-In From Outside Oregon State ID:2983437 Name: Outside, Transfer DOB:09,/01,/1980] _ =

File Edit Window Help
o |+ — | H|[0F | % @ ||
!

—| Selection |

WIC ID: D0S51995-01  Name: [Dutside, Transfer DOB: 13/01/1950  WIC Cakb.: fWOMAN, PREGHANT Tr.Type:F

= = oo = '
ECUEEIRARUEIEY -, cos - nutritional Risks
|—| Transfer Information

[ Nutritional Risks ]

Certification Date: [0 I -
et I— _I Code I Description I
> [—

Dake Last FI Issued: F

Proof of ID: I

- Measurernent Informatic

Measurement Date: ﬁ
E/

Weight: IE
E

Height: IE [%
Measurement Date: ﬁ

Inzert Bemove OF. I Cancel |
Hah: [
Mutritional Risles I
Immunizations Due I Aesign BN Group, I Zzeighn Feern Coungelor I Client Dizqualification I LChange Transaction Type: I Determine Eligibility I

|[Ready | Februany 14, 2007 09:03 AM | 5 ara Goodrich | Eaker CHD famnet_test / famnet
st | @A) ® || ©n ] D6 | #)5 | B [ERc. [ENHREODIY Ul semn  asran
Figure 3: “Nutritional Risk” Pop-Up

o A risk must be assigned to complete the screen.
o The “Risk Level” field will be populated by the system once a
risk has been assigned, but it may be modified.

14.Select the appropriate risk from the “Code” field drop down list.

. The “Description” will be displayed.

o To add multiple risks, click the “Insert” button to generate a new
row and select the additional risk from the drop down.
° To remove a row, click the “Remove” button.
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15.Click “OK” to save your work and close the pop-up or “Cancel”
to close the pop-up without saving.

16.Enter the date the participant last received benefits in the “Date
Last Fl Issued” field.

17.Modify “Estimated Delivery Date” if needed.
18.Enter “Measurement Information” if available.
19.Check the “Twins or more” check box if appropriate.
20.Complete the “Food Pkg. Assignment” screen.

See Chapter 3, Lesson 500 Assigning and Forecasting Food Packages.
21.Save.
22.Go to the “Family Summary” screen to issue benefits.

See Chapter 3, Lesson 1100, Family Summary Screen.

23.Go to the “Family Cardholder” screen to issue an eWIC card to
the family.

See Chapter 3, Lesson 1200, Family Cardholder.

= Practice Activity #1:

Use the Practice Data base for this practice.

The starting point for this activity is:
Participant Processes = Transfers

Select “Transfer-In From Outside Oregon.”

Perform a participant search.

Enter the participant information into “Client Demographics.”

Close.

Click the “Return with Client” button.

Complete the “WIC Intake” screen using any information you want.

Enter one month ago as the Start Date.

Access the “WIC Notes” screen and enter a note stating “Transferred from

Washington.”

9. Access the “Transfer Information” screen and enter the risk “502 -
Transfer of Certification.”

10. Change the “Risk Level” to “High.”

O NN R
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11. In the “Date Last FI Issued” field enter the first of last month.

12. Leave “Medical Date” blank.

13. Save your work.

14.  Write the WIC ID number down on a piece of paper. You will need it later
in the activity.

15. Exit.

Completing a Transfer-In Within Oregon
Use this process to transfer-in a participant from another agency within Oregon.

The starting point for this section is:
Client Processes = Transfers

1. Select “Transfer-In From Within Oregon.”

2. Retrieve the participant for whom you wish to transfer-in.

‘a':-'-‘ Client Processes - [CP1405 - Transfer-In Within Oregon State ID:2351447 Name:An: I eS|
File Edit “Window Help

B+ -S| 0% | s B3| 2|
_|5election !
WIC ID: [[00772005-01 Refrieve Type Tran. Type: [T
—|Results I
I WIC 1D I Maime I {2]u]z] I From Agency I From Clinic ITransferI To Clinic I
ITDD??ZDDS-DI Jendrew, Andy, J19/20/2002 Pouglas CHD Prain T | |
Transfer |
|Ready | February 03, 2003 10:5259 AW | Sara Goodrich |Hamey CHD
;ﬂstart| M EE ®E |J Ehov... | ®ero... | Esee... |[EBcie... | B@ G ONABRDPI@m  10:524m

Figure 4: “Transfer-In Within Oregon” Screen

o The “WIC ID” field is populated with the participant’s current ID
number.
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J The “Tran. Type” field is populated with an “I” to indicate this 4.
participant is a transfer within Oregon.

Click in the “Retrieve Type” field.

. If “Client” is selected, only the individual participant will be
displayed in the “Results” section and marked for transfer.
J If “Family” is selected, all members of the family will be

displayed in the “Results” section and marked for transfer.

Uncheck the “Transfer” box if you do not want to transfer a
specific member in the family.

In the “Clinic” field, select the new clinic from the drop down
list.

Click the “Transfer” button in the lower right hand corner.

. Participants at permanent sites are transferred immediately.
o The screen is cleared of all information.
o You may fast path to another window but the participant’s

information is not carried forward.

Verify and update client demographic information on the
“Client Primary” screen.

Refer to Chapter 2, Lesson 100 Client Search and Demographics to enter
client primary information.

Verify benefit issuance and appointment information on the
“Family Summary” screen.

/A NOTE: Terminated participants may be transferred. Terminated participants
still within their certification period may be reactivated. Terminated participants
whose certification period has expired will be transferred but must be recertified.

= Practice Activity #2:

Use the Practice Data base for this practice.

The starting point for this activity is:

N —

Client Processes = Transfers

Select “Transfer-In From Within Oregon.”
Click on the “Open” icon to access “Client Search” and from the activity
sheet.
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Click the “Return with Client” button.

Select your clinic from the drop down list in the “To Clinic” field.
Click the “Transfer” button in the lower right hand corner.
Update the “Client Primary” information.

Exit.

NownhkWw
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Printing a VOC/Transfer Card

Participants may request transfer information when they are moving out of state.
This is called a Verification of Certification (VOC) card. TWIST will print a
VOC card for any participant on demand. You will need the participant’s WIC ID
number before you access the window.

The starting point for this section is:
Client Processes = Outputs

1. Select “Documents” and “VOC Card” from the drop down
menus.

2. Enter the participant’s WIC ID number.

You can also search and return with the participant from Client Primary.
The system will fill in the participant’s WIC ID number.

3. Click the “Run” icon to display the WIC Transfer Card.

‘a';‘ Client Processes - [CPO5S0R - WIC Transfer Card] =1
File Edit Wiew WWindow Help

Bz B $BAIE > (S P
Gelection |
WIC ID: [pog4snie-0r |

State of Oregon WIC Program
WIC Transfer Card

DATE: 02/03/2003

Participant Name: Woman Breastfeeding
WIC ID Number: 00848014-01
Date of Birth: 9/9/1980

Date Income Last Determined: 10/2/2002

Date of Certification: 10/2/2002
Date Certification Period Ends: 3/31/2003
EDD: 09/30/02

d |%;ILI

|Ready | February 03, 2003 10:54:334M | Sara Goodrich | Harrey CHD
;ﬂstartl | EE & |J Erov.. | Bero... | Bseke... |[Ecre... | REGONARPI @ 10:54 am
Figure 5: “WIC Transfer Card” Screen
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4.

S.

Use the scroll bars to view all the information.
Click the “Print” icon to print the VOC card.

Exit.

NOTE: Consider terminating the participant using the “Move Out-of-State”
termination reason after you print the transfer card. See Chapter 3, Lesson 805,
Termination and Ineligible for more information.

= Practice Activity #3:

Use the Practice Data base for this practice.

The starting point for this activity is:

P

Client Processes = Output = Documents = VOC Card

Enter the WIC ID number in the WIC ID field.
Click the “Run” icon.

Use the scroll bars to view all the information.
Exit the window.

X Tips and Shortcuts:

From the transfer window you may fast path to:
° “Certification, Infant/Child”
“Certification, Woman”

“Client Master Demographics”

“Family Appointments”

“Family Cardholder”

“Family Summary Screen”

“Family Summary Screen (Old)”

After a participant(s) has been transferred you may want to go to the
“Family Summary Screen” to determine what you need to do next.

You may edit information in the “Transfer-In From Outside Oregon”
screen the day you enter the data. However after the “End of Day
Processes” has run, the information in this window may not be changed.
Terminated participants, both active and non-active, still need to be
transferred in order to prevent duplicate records. Non-active termed
participants can then be given an appointment. Termed participants still
within their certification period can be reactivated when appropriate.
When there are overlapping dates in the “Start Date” and “End Date”
fields, the system will automatically adjust to the next available date.
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Chapter 3: Client Processes
Section 8: Other Client Processes
Lesson 805: Terminations/Ineligible

Objectives:

Upon completion of this lesson the user will be able to:

. Complete a termination transaction for client or a family;

. Identify actions that will cancel and re-open appointments;

. Print an individual ineligibility or graduation notice;

. Batch print ineligibility or graduation notices;

. Change the termination notification date; and

d Differentiate between ineligibility and termination whether it is done

automatically by the system or is manually keyed in.

Oregon Policies:

¢ 636  Participant Notification: Ineligibility and Termination From WIC

Overview:

A client may be terminated automatically by TWIST or manually by the user for a
variety of reasons. TWIST automatically terminates clients who are no longer
eligible due to a category change, end of certification, not using benefits for two
consecutive months, or death. The user may also manually terminate a client for
abuse, voluntary withdrawal, dual participation, or moving out of state. The
notifications for terminations are put on the FamilyNet website and are printed by
the local agency.

When a client is terminated, TWIST will automatically remove the benefits from
their eWIC account. Depending on the reason for termination, the benefits may
be removed for both the current and future months or just for the future months.

Clients terminated from the system are changed to a “Display” only mode and the
user may update only limited information. Clients must have an active
certification in order for the user to terminate. Clients who are found ineligible
during the certification process are not terminated, but are marked as ineligible.
A client might be found ineligible due to income ineligibility or no
medical/nutritional risk. When this occurs, a message will pop-up stating “The
certification is complete but the client is still ineligible. Click on the Determine
Eligibility Button to view reasons.”

When a client is terminated or marked ineligible, the user is unable to issue
benefits for them. Clients automatically terminated will also have their next
scheduled appointment automatically canceled. This appointment slot will then
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be re-opened in the appointment scheduler. Clients manually terminated will
need to have their next scheduled appointment canceled manually. Refer to the
Canceling an Appointment lesson for how to cancel an appointment.
Appointment requests for terminated clients will become inactive. If the client is
reactivated, their appointment request will become active and available to auto
schedule. Refer to the Appointment Requests lesson for how to reschedule an
appointment.

In this lesson you will learn how to manually terminate clients through the

“Change Transaction Type” pop-up and how to print batch termination notices
from the FamilyNet website.

Instruction:

Manually Terminating a Client

The starting point for this section is:
Client Processes = Enrollment & Intake = Enrollment

‘—'}‘ Client Processes - [CPO605 - Enrollment State ID:2351939 NMame:Category, BFMom DO I - |ﬁ| Izl
File Edit ‘Window Help

(B4 - =8 0% | s 2B S|P
|

—| Selection

WIC ID: 07957545-01  Names [Category, BFMom DOB: [13/01/1576 WIC Cat.: [WOMAN, EREASTFEEDING AND 5L Tr.Type:fo

Income Eligibiity v WIC Intake v |WIE Motes |

| WIC Intake |
Check If Mo Changes: [ WIC ID: 0798754501 Mail Code: [STATE PRINT =1
Other Family Members On WIC? odwicto:[ waiting List:]
MWE For Waomen Onl
WIC Categorys [FOMAN, BREASTF EECING AND 58] | oierRedistration Offered: [VES [~
are You a Migrant? [NO |* Iarital Status: |MARRIED |;|
are vou oeless? [10_[=] 3| Education: [A550CTATES DEGREE =
May We Cantact You By Phone? = LMP: 4f13f2002  or EDD: [o1/18/2003
May We Contact You By Mail? - ADD: EIIZUZDM
=

Auto Scheduler, OK? |YES

Mather's WIC ID:| -I Mother's DOB: ED,I’DD,I’DDDD

Re-activate? [] Compliance Clisnk: [ Medical Provider Info Present: []
Generate WIC I | Search) for Family Membersl WIC ID History | Referrals | Medical Providers | Put On Wiait Lisk I
ﬂ Certification Dates i
StartDate || EndDate | Transfer | TermDate || Term Type |Date of Term Motification |
(B oustfeons pefaofeons | Jr0joojo000 |lient ~|loojoofoooo
Category History | TerminationIneligibiity Reasons |

N Change Transaction Type I Determine Eligibility |
|Ready o | February 05, 2003 1256:36 PM | Sara Goadrich |Hamey CHD

iﬂstartl“ :I'__*fj = @ @ E |J ENDVE"-...' @Group... | Select | Edclient ... |<EJ§N Eﬁ'o% %G @m 12:56 PM
Figure 1: “WIC Intake” Screen

1. Retrieve the client you wish to terminate from the WIC
Program.
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2. Click the “WIC Intake” tab.

2.1

2.2

23

Verify the client’s transaction type is marked “C” for change.

Verify the certification end date is a future date.

Verify the “Term Date,” “Term Type” and “Date of Term

Notification” are disabled.

3. Click the “Change Transaction Type” button in the lower right
hand corner.

4, Check the “Termination” check box.

CPO505 - Select Transaction Type

—ITransactiun Types

F——

|- [ew

[ Display

[T Re-certification
[ Follow-up Yisit
[ Termination
[T Pe-activation

[ o |

Zancel |

Figure 2: “Change Select Type” Pop-Up

5. Click “OK” to save the change and close the pop-up.

ﬂ Certification Dates I

| Startpate || EndDate | Tramsfer | TermDate || Term Type |Date of Term Motification |
ppifaifeons pefanfzo0s | jzjos;z003 |Client ~||o0/o0foo00

Category History |

Figure 3: “WIC Intake” Screen with Term Information Enabled

The “Tr. Type” field is changed to “T” to indicate the client is

terminated from the program.

“Term Date” and “Term Type” are now enabled.

The “Term Date” defaults to the current date, but can be modified.
The “Date of Term Notification” will auto fill when a notification is
printed or when a date is entered in the manual notification pop-up.

Ch 3, 805,3



Oregon WIC TWIST Training Manual August 24, 2015

6. Select “Client” or “Family” from the drop down list in the
“Term Type” field.

. If “Client” is selected only the client will be terminated.
. If “Family” is selected all members of the family currently enrolled

on WIC will be terminated.

7. Click the “Termination/Ineligibility Reasons” button.

(R R TR ST TR TR P

#% CP1306 - Ineligibility / Terminatiuné; x|

- Ineligibility / Termination Reasons |

Ineligibility | Termination Reason I Assigned I
3 v | MANUAL
ABLSE OF PROGRAM

CHILD HAS REACHED AGE S

CLIENT DOES NOT USE FIs or BEMEFITS FOR TWO COMNSECUTIVE MOL
CLIENT HAS 2 COMSECUTIVE MOMNTHS OF CAMCELLED F.I.5

CLIENT IS MARKED A5 DECEASED IN THE CLIEMT MASTER.

i 4 | | b

|
Inzert | Hemowve | ] I Cancel |

Figure 4: “Ineligibility/Termination Reasons” Pop-Up

8. Select the reason for termination from the drop down list.
. The system will default the “Assigned” field to manual.
. Use the “Insert” button to add additional reasons.
. Use the “Remove” button to delete a reason.
. Reasons assigned by the system may not be removed.
. Use the “OK” button to save your work and close the pop-up.
. Use “Cancel” to close the pop-up without saving your work.

J NOTE: When a client is manually terminated, TWIST will remove the benefits
from their eWIC account. Depending on the reason for termination, the benefits
may be removed for both the current and future months or just for the future
months.

© See Job Aid “Terminations and Benefit Issuance” for more
information.
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9. Save.

A message pops up stating, “The client is terminated. Do you want to
issue a Graduation Notice?”

CPO60S - Enrollment : Msg # - 3305 ﬂ

@ The Client is terminated. Do wou want to print a Graduation Motice ?

Yes Mo |

Figure 5: “Graduation Notice” Pop-Up

10.  Click “Yes” to go to the “Graduation Notice” screen and close
the pop-up.

10.1  Clicking “No” will close the pop-up without going to the
“Graduation Notice” screen. If a notice is not printed now, one
will automatically be produced and put on the FamilyNet website
on Sunday of the next week.

% Client Processes - [CPO =
File Edit WYiew ‘Window Help

LAEEIREE-EIREEEE]
election i
Reason: | € Mo health o nutritional risks, Issue Manually
Language: | &+ English WIC ID:| " Breastfed for one year,
 Spanish " Mon-Breastfeeding moms,
" 5 years old,

" Scheduled appointment(s).
" Risks are in a lower category,
" Other.

7 Tncome

Figure 6: “Graduation Notice” Screen

Enker reason:

Printing a Graduation Notice in TWIST

J NOTE: See the section “Providing a Manually Issued Graduation Notice” for
information on manually entering a “Date of Term Notification.”

11. Select the appropriate language by clicking in the
corresponding circle.

JI NOTE: The “WIC ID” field auto-fills.
12. Select the “Reason” by clicking the appropriate circle.

If “Other” is selected, type the reason in the “Enter Reason” field.
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13. Click the “Run” icon.

. The notice will display.
. Use the scroll bars to the right and at the bottom to view the entire
notice.

14. Click the “Print” icon to print the notice.

FamilyMet

fzible Ineli || oo770321-01 |
Cert [07jo6fz004 |- 113002004 |

Tetrination Dake: [ 070612004

Termination Mokify Date: [07/06/2004 16:15 |

A Graduation or Ineligiblity Letter was
manually issued for this client on:

| 0741472004

0K | Cancell

Providing a Manually Issued Graduation Notice

1. Click on the “Issue Manually” button, instead of completing
steps 11 to14.

Figure 7: “Manually Issued” Pop-Up
15.  After verifying the data is correct, click “OK.”
. Use this process if a hand-completed notice is being issued to the

participant. This documents the date of termination notification in
TWIST (e.g. no laser printer is available or is inconvenient to print

a notice in TWIST.)
. The date may be changed if necessary.
. If the date entered is not valid, you will get an error message and

be returned to the pop-up to correct the date.

17. Exit.

. The “Tr. Type” field is changed to “D” to indicate that the client is
now display only.
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. The “Term Date” and “Term Type” fields are disabled.
. “Date of Term Notification” is auto-filled with today’s date.
. Only the following fields in the client record are modifiable once a

client has been terminated.

. WIC Category

. Are you Migrant?

. Are you Homeless?

. Put On Wait List

. WIC Notes

. Family Appointment Record

Printing an Ineligibility Notice

If a client is found to be ineligible during an enrollment, the system will notify you
of their ineligibility and ask if you want to print an ineligibility notice. If you select
“yes,” the system will print a notice and document the date of notification. You
may also enter a date of notification if an ineligibility letter is manually completed.

Printing an Ineligibility Notice on Demand

Starting point for this section is:
Client Processes = Outputs = Documents = Ineligibility Notice

1. Retrieve the client for whom you wish to print an ineligibility
letter.

2. Select the appropriate language by clicking in the
corresponding circle.

3. Select the “Reason” by clicking the appropriate circle.
If “Other” is selected, type the reason in the “Enter Reason” field.

4. Click the “Run” icon.
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% Client Processes - [CPO10R,/CPO15R - WIC Ineligibility Letter] =13

File Edit Yiew indow Help

B | B $BEI K &
selection |
Language: | + English WICID: [10770321-01 | Reasan:

¢ Spanish " Health or nutritional risks

" Risks are in a lower catergory By GEasemg Issue Manually |

 Income
' Other
oTEgon @
?‘vfggfm%ﬁ WIC Ineligibitity Letter

“lucaby ke, wereg e

pute: 07/14/2004

peur Ineli, Gible :

After Lalking with you about your/your child’s health, dict and bouselbold inforation, we find that

Ineli, Gible

Namg;

) The reason s checked belew. I =

[ Due w current funding we need to serve those with the highest risk scores. Your

Figls arnin 4 lawer ratamnme nf s tinee . LI

Figure 8: “WIC Ineligibility” Screen with notice

, i& not etigible to participats in the WIC program.

. The notice will display.
. Use the scroll bars to the right and at the bottom to view the entire
notice.
5. Click the “Print” icon to print the notice.
6. Click on the “Issue Manually” button, instead of completing

steps 2 to 5.

FamilyMNek

kible Ineli |[oo770321-01 |
Cert [07/06/z004 ||-][ 113042004 |

Termination Date: [ 0770612004

Termination Motify Date: [07/06/2004 16:15 |

A Graduation or Ineligiblity Letter was
manually issued for this client on:

| 0741472004

0K | Cancell

Figure 9: “Manually Issued” Pop-Up
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7. After verifying the data is correct, click “OK.”

. Use this process to manually issue a notice to the participant. This
documents the date of notification in TWIST.

. The date may be changed if necessary.

. If the date entered is not valid, you will get an error message and

returned to the pop-up to correct the date.
8. Exit.
Printing a Termination/Graduation Notice On Demand
You may print a termination/graduation notice for a client on demand.

Starting point for this section is:
Client Processes = Outputs = Documents = Termination Notice

1. Retrieve the client for whom you wish to print a termination
notice.

2. Select the appropriate language by clicking in the
corresponding circle.

3. Select the “Reason” by clicking the appropriate circle.
If “Other” is selected type the reason in the “Enter Reason” field.

4. Click the “Run” icon.

. The notice will display.
. Use the scroll bars to the right and at the bottom to view the entire
notice.
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## Client Processes - [CP042R /CP044R - Graduation Notice] =121 =]

File Edit Wiew Window Help

BB smail iy « & 2]
—Felectinn i
Reason: | £ Mo health or nutritional risks,
Language: | & English WIC 1D P798?545-01 Breastfed for one year,
" Spanish € Non-Breastfeeding moms,

5 years old,
" Scheduled appointment(s).
€ Risks are in a lower category, Enter reason:

b
1!

3 ] T E—)

Grad uatisn Latter
pute: 02/05/2003

program
Dear Category, BFMom

“owalig i, arong parenn™

oncon ¢
R
You or your child is graduating trom the WIC program, Yousveur chikd, CateQOT'Yf BFMom
will no longer receive WIC benefits after 82{ 0 51{ 2003 Hacze)
Al
X Hher members on WIC will continue ts get WIG services.
(L] CONGRATULATIORS! You or your child currently doesn™ have any health or nutsitional

risks that qualify for wWIC,

(] GREAT JOB! You bave breastfed for ane year. (We cannot setve women mors than one
year past delivery but encourape you to continue to breastfeed as long as you would like,)

D We serve non-breastfeedmg moms only up to 6 months past delivery.
M .. - T ‘s

| Tha reason for WIC graduation is checked befow.

[Ready

i#fstart |J HEL e “ Nov.‘.l Hcro... |

S.

| February D5, 2003 01:08:42PM | Sara Goodrich |Harrey CHD
Ed=ee... || Eae... |@3Ngogao@$@?m 1:08 PM
Figure 10: “Graduation Notice” Screen with Notice

Click the “Print” icon to print the notice.

Manually Entering “Term Date of Notification” When
Providing a Manually Issued Graduation Notice

6.

Click on the “Issue Manually” button, instead of completing
steps 2 to 5.
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Figure 11: “Manually Issued” Pop-Up

FamilyMNet

kEible Ineli |[oo77o5z1-01 |
Cert [07j08/2004 |-][11/30/2004 |

Termination Date: |07 /0612004

Termination Mokify Date: [07/06/2004 16:15 |

A Graduation or Ineligiblity Letter was
manually issued for this client on:

| 97/14/2004

] | Can[:ell

7. After verifying the data is correct, click “OK.”

. Use this process if it is inconvenient to print a notice in TWIST
and a hand completed notice is being issued to the participant.
This documents in TWIST the date of termination notification.

. The date may be changed if necessary.

. If the date entered is not valid, you will get an error message and
returned to the pop-up to correct the date.

8. Exit.

Printing Batch Ineligibility or Graduation Notices

As part of End of Day, End of Month, or Batch Print processes, TWIST will
identify any clients who:

. Were ineligible during that time period and did not have an Ineligibility
Notice printed by the system or date of notification entered into the
system;

. Were terminated during that time period and did not have a Graduation
Notice printed by the system or date of notification entered into the
system; or

. Will be termed the following month because they will be categorically
ineligible (Soon to Grad).

TWIST will produce the appropriate notices and place them on the website to be
opened and printed by a local agency staff person. These notices must be printed
and mailed to clients in accordance with Policy 636.

JI NOTE: Notices will stay on the website until the 27" of the following month.
They must be printed and mailed in a timely fashion. See Policy 636 for details.
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Notices will be batched together and placed on the website each week on Sunday
night. Notices are in PDF format.

1. Access the internet and go to http://famnet.hr.state.or.us
‘A Oregon DHS Home Page - Microsoft Internet Explorer provided by OR Department of Human Services =158 x|
File Edt View Favortes Tools Help |-
« . = @ 2 at ‘ | a 3 ‘ &
Back Forward Stop Refresh Home Search Favorites Media Histary |
Address IQ’] https:{{apps.dhs.state.or .us/famnet/ ﬂ @G0 IUN«‘S ”;
=l
Qregon
| = -
s
\___DHS QUICKIINK IPIease Select 'I El
. - |
|&] Done

[ 5 [4 mternet
Eﬁstart“ m ) = Gy »H ®hovel Gl @Cltrix anl @lleIC\... | EMicrusuﬂ Excel - Lessan Plan Review Status Assignments.xds| ;. i5 a
Figure 12: Internet Site

2. Select your agency name from the drop down and click Go.

3. In the pop-up, enter your user name and password.
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Enter Network Password d |
% Fleaze type vour uzer name and pazsword.
Site: apps.dhs. state.orus
Fiealm Balker Resticted Files
Lzer Mame I

FPaszward I

[~ Save thiz password in vour password list

] I Cancel

Figure 13: Login Pop-up

J NOTE: User names and passwords for this screen are different than those set
by your agency staff. These must be set by state IS staff since they allow access
to the state website. Have your local agency coordinator call Application Support
for a login and password, if you need to have access to this site.

4. Click on the file of notices you wish to open.

. The naming convention for the files is clinic number, notification
type, language, date run.

Example: “02GradEng0330.PDF" are graduation notices for clinic 02 in
English that were produced on March 30.

5. Print the selected notices.

Printing Mailing Labels for Batch Notices

TWIST will print mailing labels for specific batches of ineligibility or graduation
notices. These labels are formatted for standard three-across Avery mailing

labels. Each label will have the WIC ID number for the client at the top.

The starting point for this section is:
Client Processes = Outputs = Documents = Client Mailing Labels

1. Select the clinic for which you wish to print labels.
1.1 If you leave the “Language” and “Notice Type” fields blank, all

clients having any kind of notice to be printed for the date selected
will have a label produced in one file.
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1.2 Selecting a “Language” or “Notice Type” will limit the mailing
notices to be printed to those matching that selection criterion.

2. Select the date of the batch of notices for which you wish to print
labels.
Figure 14: “Client Mailing Labels” Document
2.1 Dates will correspond to the weekly dates notices are placed on the
ﬂtrl*i;a|@| Y. IERRE=]
election |
agene [~ tenguaget [ [~] Notification Dete: 5142004 235859 ||
website.
3. Click “Run.”
3.1 TWIST will print three labels with the type of notice the
participant will be receiving. For example, the words “Graduation
English” will print on three labels, followed by the appropriate
mailing labels, then the words “Ineligibility English” will print on
three labels, followed by the appropriate mailing labels and so on.
4. Click “Print.”
X Tips and Shortcuts:
. From the “Enrollment” screen you may fast path to:
. “Client Master Demographics”
. “Family Appointments”
. “Infant/Child Certification”
. “View Client Status”
. “Woman Certification”

TWIST will automatically produce ineligibility or graduation notices
weekly for those clients without documented notification.

A client must have a WIC ID number before an ineligibility letter can be
printed or a date of notification can be entered.
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= Practice Activity:

Use the information from your * Activity Sheet to complete the activity.

The starting point for this section is:

Client Processes =@ Enrollment and Intake = Enrollment

1. Retrieve the client from the Activity Sheet.

2. Click “WIC Intake.”

3. Verify transaction type is “C.”

4. Verify certification end date is a future date.

5. Click the “Change Transaction Type” button.

6. Check the “Termination” box.

7. Click “OK” to close the pop-up.

8. Enter today’s date in the “Term Date” field.

0. Select “Client” as the “Term Type.”

10. Save.

11. Click the “Termination/Ineligibility Reasons” button.
12. Select “Abuse of Program” as the reason for termination.
13. Click “OK” to close the pop-up.

14. Click “Yes” to go to the “Graduation Notice” screen and close the pop-up.
15. Select English as the language.

16. Select “Other” as the reason.

17. In the “Enter reason” field type “Dual participant.”
18. Click the “Run” icon.

19. Use the scroll bars to view the entire notice.

20. Click the “Print” icon to print the form.

21. Exit back to “Client Processes.”

v” SKill Check:

Use the information from your * Activity Sheet for this practice.

The client is a child who is in for recertification. She no longer has a nutritional

risk. Follow the appropriate steps to “Graduate” this client.

& Notes

Ch 3, 805,15

August 24, 2015



Oregon WIC TWIST Training Manual August 24, 2015

Ch 3, 805,16



Oregon WIC TWIST Training Manual June 30, 2017

Chapter 3: Client Processes
Section 8: Other Client Processes
Lesson 806: Category Change

Objectives:

Upon completion of this lesson the user will be able to:

o state the difference between a system generated category change and a
manual category change; and

o complete a category change on a woman or infant.

Overview:

During a certification a client may change categories. These category changes
may be the result of a birthday, delivery or a change in the breastfeeding status.

TWIST will automatically change a client’s category if a birthday occurs. An
example of a system generated category change is an infant is enrolled as a
“Infant 0 — 3 months;” on the day of the infant’s fourth month birthday TWIST
changes the category to “Infant 4 — 6 months” during End of Day process. This
system-generated change does not require any input from you, but is displayed on
the “Intake” and “Food Package Assignment” screens.

If a pregnant woman delivers or a breastfeeding dyad decreases or stops
breastfeeding, you must perform a manual category change. This type of category
change may occur at any time during the certification period. You will need to
manually review risk(s), certification end date, nutrition education, and food
package information to ensure all information is appropriate for the new category.
This manual category change enables you to provide your clients with appropriate
food packages and education.

In this lesson you will learn how to perform a manual category change.

JNOTE: Do NOT do a category change when a woman returns to WIC with a
new pregnancy. For an existing client with a new pregnancy, use ‘“Re-instate” to
start a new certification.

Instruction:

Changing Category for a Pregnant Woman After Delivery
(before Recertification)

The starting point for this section is:
Client Processes = Enrollment & Intake = Enrollment
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1. Retrieve the pregnant client for whom you want to change
categories.

2. Click “WIC Intake.”

‘—':-‘ Client Processes - [CPDG0S - Enrollment  State ID:2983438 Mame: Change, Category DOB:09,/01/1980 PC Level: NONE]

File Edit Window Help
B+ - BH| 9% | st 2R 5

—|Selection |

H - lame: {Change, Category : at.: A r.Type:
WIC ID: 00851999-01 N, h. Cat DOB: 09/01/1980  WIC Cat.: (WOMAN, PREGMANT Tr.T

Ihcome E ligibility v WIC Intake v |WIC Motes |

| WIC Intake |

|
Check If No Changes: [ WIC IO 50851999-01
Other Family Members On WIC? IM old WIC 1D I— WWaiting Lisk: |
Clinic: |Baker | [For Women Onl
WIC Cateqory: [WOMAN, PREGHANT =l Yoter Reqistration Gffered: |VES =
Are You a Migrant? [0 =] Marital Status: [MARRIED LI
Are You Homeless? [0+ ;I Education: |BACHELORS DEGREE OR HIGHER ;I
May W Contact You By Phons? [VE5 <] LMP: 05/10f2006  or EDD: 02/14/2007 | ADD: J00/00f0000
May We Contact You By Mal? [YE5 =] Mother's WIC 10:] T Guardian Type: |
Auto Scheduler, OK? Iﬁ Mother's DOB:W D) Proxy: |
Re-Activate? [] Medical Provider Info Present: []
Lemerate WL [0 | Search for Family Members | WIC D Higtomy | Referal: I Medical Providers | Pt Onwait List |
ﬂ Certification Dates i
Stark Date I End Date | Transfer I Term Date I Term Type IDate of Term Notificationl
(P |p2t14f2007 pa;’au’zoo? | po;’om’oooo ICIient =~ pn;’nu;oooo
% LCategory Histar | Termination/ neligibility Reazons I

Immunizations Due I Sggign B Group I Agszign Peer Counzelor I Client Diggualification I LChange Tranzaction Type I Determine Eligibility I
|Ready | February 14, 2007 03:25 AM | Sara Goodrich | Baker CHD farnnet_test / famnet

iastart”J o3 E % |J @Novel...l &) Grou... dClien... |<f]§N HMEBODIP WS omnse  azoam

Figure 1: “WIC Intake” Screen

3. Click in the “WIC Category” field and select the new category.
The “ADD” field is now enabled.
4, Enter the actual delivery date in the “ADD” field.

The certification end date will change to reflect the new category
certification period.

5. Save.

You have successfully changed the category for the duration of this
certification.
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o A message will pop-up informing you that the category change
requires you to assign and save new food modules on the “Food
Package Assignment” screen.

CPOB0S - Enrollment : Msg # - 3373 x|

i “» | Because of the category change, you must go to the FPA soreen to assign and save new food modules.
) WWould you like to go to the FPA screen now?
Yes

Figure 2: “Category Change” message

6. Click “Yes” to Fast Path to “Certification, Woman.”

7. Click on the Food Package Assignment tab.

Medical Data v | Health History v | Diet Assessment v | ME Plan | Progress Notes | BF Tracking ~ Food Package Assignment v |

FP Start WIC Module A Qty A |Unit] Modulz B Module C QtyC  |Unit] Med |Partial| Status| -
Date Categary A C | Doc
09/01/2015  WE MLC w525 xloal | [wE B | -
P 03042015 WE  [EICGRME =525 <ol | [WE || =1 u
08/03/2015 WP
hiodify | FR and F | Med. Doc. Infol Forecast | Flow Summaryl ‘ :Special Client [~ EM/WEN [ Twins or More: [ ‘
Food Package Assignment | (0ld Food Package Assignment |
Enraliment | Farnily Summary Screenl |mmunizations Status | Change Tranzaction Type | Determine Eligibility |

Figure 3: “Food Package Assignment” Screen
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10.

1.

12.

On the “Food Package Assignment” screen, verify the new
package is correct.

o The current month will show a split row, with the row for the old
category grayed-out and the row for the new category mandatory.

o If the participant had a standard food package in their old category,
TWIST will assign a standard food package in their new category.

o If the participant had a non-standard food package in their old
category, verify that the new package TWIST assigned is correct.

o TWIST adjusts the food quantities for the new category and

previous benefits spent.

If needed:
o Select a non-standard template, or

J Modify the new food package (See Chapter 3, Lesson 501,
Moditying Food Packages).

If a non-standard food package is assigned for the current
month, forecast the food package for future months.

o See Chapter 3, Lesson 500, Assigning and Forecasting Food
Packages for more information.
o If a “modified” food package is assigned, manually change the

food package for all future months.

Save.

Go to the “Family Summary Screen” to issue the new benefits.

This screen is described in Chapter 3, Lesson 1100, Family Summary
Screen.

Completing a Category Change on a Breastfeeding Dyad

The starting point for this section is:

Client Processes =@ Enrollment & Intake = Enrollment

Retrieve the breastfeeding woman for whom you want to
change categories.

Click “WIC Intake.”
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-‘55".Client Processes - [CPO605 - Enrollment State ID:2983438 Mame: Change, Category DOB:09/01/1980 PC Level: NONE]
File Edit ‘window Help

(B4 - ZEH 0% | s @5
—|selection |
WIC ID: [I0851999-01  Name: [thange, Category DOB: [13/01/1980 WIC Cak.: [WOMN, EXCLUSIVELY BREASTFEI Tr.Types|C

|ncome Eligibiity v WIC Intake v |WIC Motes |

[ WIC Intake |
Check If Mo Changes: [ MW
Other Family Members On WIC? [TRHE = | odwico:[ wating List:|
Clinic: |Eaker x| [Fer Wamen anl
WIC Cateory: [WOMAN, EXCLUSIVELY BREASTFEE v | | Loter Renistration Offered: |VES Ad

E —% IMarital Status: |MARRIED ;I

Education; [BACHELORS DEGREE OR. HIGHER = |
LMP: 5/10/2006  or EDD: 02/14/2007 | ADD: J02{14/2007

Are You a Migrank? bl
fre You Horeless? [0 +] 2|
May We Contact You By Phone? |YES LI

May We Contact You By Mail? |YES vl Mother's 'WIC ID:I I Guardian Type: |
Auto Scheduler, OK? I\"ES 'l Mokher's DOB:ED,I'DD,I'DDDU D Prosy: |
Re-pctivate? [ Medical Provider Info Present: [
[Henerate i D | Search)for Family b embers | WIC 1D Histom | Referalz | Medical Providers | Put On \wait List |
| Certification Dates |
| Start Date | End Date | Tramsfer | Term Date | Tetm Type |Date of Term Notificationl
B lnzitdfzon7  pzfzsfaong | jpofoojoooo [client | jo0fo0/ooo0
LCategory History | Temination/Ineligibility Reasons |
Imnmunizations Due | Szsigh B Group | Azzigh Peer Counselor | Client Dizgualification | Change Transaction Type | Determing Eligibility |
[Ready | February 14, 2007 03:30 AM | Sara Gaodrich | Baker CHD Famnret_test / faminet

;ﬂstart”J | & 3 ® |J @riovel..| Derou.. Selec...”@clien“. GENHABODD U R0 Lm0ie  azsam

Figure 3: “WIC Intake” Screen
3. Click in the “WIC Category” field and select the new category.

The new category is displayed.
The certification end date may change as a result of the category change.

4. Save.

You have successfully changed the category for the duration of this

certification.

e A message will pop-up informing you that the category change
requires you to assign and save new food modules on the “Food
Package Assignment” screen.
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CPO60S5 - Enrollment : Msqg # - 3373 x|

‘? W
! 3 Wwiould you like to go to the FPA screen now'?

Because of the category change, pou rmust go to the FPA soreen to aszign and zave new food modules.

7.

Figure 4: “Category Change” Message

Click “Yes” to Fast Path to “Certification, Woman.”

Click on the Food Package Assignment tab and complete as
described in steps 8 — 13 in the previous section.

Save.

JNOTE: You must change both mom and baby’s category before issuing
benefits. The Family Summary Screen will show “M” in the status field for the
mom, indicating that the mom and baby’s category are a mismatch.

8.

9.

10.

11.

12.

13.

14.

Exit.

Retrieve the breastfeeding infant.

Click “WIC Intake.”

Click in the “WIC Category” field and select the new category.
Save.

Fast Path to “Certification-Infant.”

Click on the Food Package Assignment tab and complete as
described in steps 8 — 13 in the previous section.

J NOTE: Adjust the formula quantity if needed.

For non-breastfeeding infants (IN), the system will automatically assign
the maximum amount of formula for their age.

For some or mostly breastfeeding infants (IB), the system will
automatically assign the minimum amount of formula for their age.

Ch 3, 806.6



Oregon WIC TWIST Training Manual June 30, 2017

15.  Save.
16. Go to the “Family Summary Screen” to issue the new benefits.

This screen is described in Chapter 3, Lesson 110, Family Summary Screen.

< Tips and Shortcuts:

If a participant changes to a new category after spending benefits she is no longer
eligible to receive, TWIST will remove the unspent remainder of that food. The
spent amount will show on the modify screen.
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& Notes:
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Chapter 3: Client Processes
Section 8: Other Client Processes
Lesson: Immunization Status Button

Objectives:
Upon completion of this lesson the user will be able to:

1. Identify and locate the immunization status button;

2. Understand what the options are that appear on the immunization button;
and

3. Identify when it is necessary to print a referral letter.

Oregon Policies:
. 481  Immunization Screening & Referral Protocol

Overview:

In an ongoing effort to increase the number of WIC kids that are fully
immunized, both the State WIC and Immunization programs work together to
ensure immunization screening occurs.

This lesson will show the functionality within TWIST to assist in the
immunization screening process for WIC staff. The data is pulled from the
ALERT Immunization Information System, or ALERT IIS - the statewide
immunization registry that includes immunization histories from both public
and private providers.

Instruction:

Location of Immunization Status button

The starting point for this section is: Client Processes = Enrollment = WIC
Intake.

22 NOTE: The Immunization Status button can be accessed on “Enroliment”
or “Certification” windows. All steps to access will remain the same.
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Medical Data v | Health Histary v | Diet Assessment v | NE Plan | Progress Motes Jll Food Package Assighment v |

[Anthropometry |
Collection Wieight |Weight Length/Height LengthjHt | Wt For | BMI | BMI |Birth| Medical
Date £ @%I For Age M Inch | s RIS For &ge | Length % |Data| Motes
b pejosfeorn [EnclisH [ 14 13] so.oofenciisH [ 24 ofrecumeent <[ 1e.00[ ss.oo
__ftof1sfzo09 [EnGlisH | 10 a| 43.00[EnGLISH w21 z|RECUMBENT ~|[  12.00[ a&s.00 [
_ psfzsfz009 [EnGlisH ~|[ 7 z| se.00fENGLISH w|| 20  4[RECUMEENT || &s.00 i v
[Biochemical Info - | Current Age | [Head Circumference e
Collection Hemoglobin | Hematoerit | Elood Lead {in months) Collection Head Circumference MCHS
Date Level Date EfM I Inch I 18 Percentile
”4;23;2012 | 00| | 0.0 [ b |pzfosjz010 EMNGLISH  x|| 16| 4 43,75
|10;15;2009 |ENGLISH ;|| 15| 0| 20,00

Inisert I Hemove | ﬁestationalAgeAdiustI Inisert | Remaove | Wiew Graph I

Enrallment | Family Summary Screenl @izations Statuz |3§hange Tranzaction Type | Determine E ligibility

1. Click on the “Immunization Status” button.
One of three pop-ups will appear.

e Immunizations are due
¢ New WIC Client. Inmunization data not available.
¢ Immunizations are up-to-date

Immunizations Status

Immunizations are due as of 03/27/2012

Wiew Letter | ] I

Figure 2: “Immunizations are Due” Pop-Up

1.1. “Immunizations are due as of x date” appears
when the system is able to generate a forecast based on
the immunization histories found in ALERT IIS. The
date indicates the date the data was uploaded from
Alert. A referral should be made.
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Immunizations Status

Mewe WIC client. Immunization data for this
client will not be available for up to 7 days,

e Letter | k. I

Figure 3: “New WIC Client. Inmunization data not available”
Pop-Up

1.2. “New WIC Client. Imnmunization data for this
client will not be available for up to 7 days”
appears when the system is unable to make a forecast
match. A referral should be made.

Immunizations are up-to-date as of 03,/27/2012

Wigw Letter | k. I

Figure 4: “Immunizations are up-to-date” Pop-Up

1.3. “Immunizations are up-to-date as of x date”
appears when the system finds that the participant does
not need vaccines at this time. The date indicates the
date the data was uploaded from Alert. A referral is
not needed.

2. Click on the “View Letter” button to see the referral letter and
the immunization data it includes.

Referral Letter & Printing

The immunization referral letter now includes immunization histories in
addition to the child’s name, date of birth and age. The date listed under
“Immunizations Due as of x”, is the date ALERT uploaded the data.
ALERT updates immunizations weekly. There may have been immunizations
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given since that time or there may have been immunizations that were not
recorded in Alert at that time. This information serves as adequate screening to
meet WIC policy.

Client Processes - [Immunizations Status Letter] _ |8 Iﬂ
File Edit Yiew /ndow Help

e B iRa2] 10 &

Child's Mame: SUZIE QUE 0472372012
Date of Brth:  08/25/2009
Age of Child: 3 year(s)

Keeping SUZIE healthy is very important, and up-to-date immunizations
play a big part in protecting SUZIE. SUZIE's immunization history

and immunizations currently due are listed below. Please call your healthcare
provider today to make an appointment to fully protect SUZIE from

childhood diseases.
Immunizations Due® as of 3/27/2012
DTaP Flu Hep A i
Hib MMR Pneumococcal
Polio Varicella
History of Immunizations Received by Series
Vaccine Series
DTaP 11/16/2009 4/21/2010
Hep B 8/27/2009 [11/16/2009 {4/21/2010
Hib 11/16/2009 4/21/2010
Pneumococcal  [11/16/2009 4/21/2010
Polio 11/16/2009 4/21/2010
| Rotavirus [11/16/2009 | [

*Tmmunizations due are based only on doses that meet mitgrmum age and spacing requirements.
By 22 months, most children should have received these doses: 4 DTaP, 3 Polio, 1 MME, 3 or 4 Hib,
3 Hepatitis B, 1 Vancella, 4 Pneumococcal, 2 or 3 Rotavirus, 2 Hepatitis A and annual Influenza

Any questions about SUZIE's Immunizations?

n Please call 1-800-980-9431.
< Tiene preguntas sobre las vacunas de SUZIE?
imunizaTion information system POT favor llame al 1-800-980-9431.

A PROGRAM OF OREGON FAMILYNET

L« | »f”
Figure 4: Sample of Immunizations Due letter

1. Click on the “Print” icon to print the referral letter.
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& Notes:

1.1.

1.2.

1.3.

1.4.

L.5.

The date in the upper right hand corner is the date the
referral letter was run.

The date listed under “Immunizations Due as
of x”, is the date ALERT uploaded the data.

The immunizations listed in this section are those
Alert indicates are needed as of that date.

The “History of Immunizations Received by Series” is
a summary of the vaccination history reported to Alert
for this child.

The phone number at the bottom is for the Alert Help
Desk, where staff are prepared to answer any
questions from the child’s parent or guardian.
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Chapter 3: Client Processes

Section 8: Other Client Processes

Lesson: Changing WIC ID Numbers - Foster Families,
Custody Changes

Objectives:

Upon completion of this lesson, the user will be able to:

o successfully move a participant from an existing family to another family;
o assign a participant a new WIC ID number; and,

o return a participant to their previous family.

Oregon Policies:

¢ 510  eWIC Cardholder Requirements
Overview:

Families change constantly. Children change guardianship on a regular basis.
Women may need to leave one household or join another. It is important that we
are able to move participants from one household to another as needed. This
lesson will cover the methods TWIST provides for moving participants from one
household to another and changing participant WIC ID numbers.

While there may be many methods local agencies use to manage changes in
guardianship, this lesson will focus on the two most common methods. One way
for managing foster children is to make each child their own “family”. This
method assigns each foster child in a foster home its own unique WIC ID number.
The other popular method of managing foster children is to put all foster children
in a foster home into the same “family.” This method uses a single family ID
number for all foster children in that home. Each foster child that is moved into
that home is assigned the next available participant number for that family ID.

Instruction:

To Give a Participant a New WIC ID Number

The starting point for this section is:
Client Processes =@ Enrollment and Intake = Enrollment = Intake

1. Using the “Open” icon, select and return with the participant
you will be giving a new WIC ID number (e.g. moving into
foster care.)
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o Because families are linked with each other via the family ID
number the first thing that must happen before changing a foster
child’s address or guardian is to disconnect them from their current
family ID.

‘—':-‘ Client Processes - [CPOB0S - Enrollment State 1D:2352333 MWame:Foster, Child, A DOB:01/01/2002]
File Edit “Window Help

B+ — @0 %F| % hg|§|?|
—|Selection |
WIC ID: i0772013-01  Name: Faster, Chid, & DOB: [11/01/2002  WIC Cat.: [CHILD, 12-23 MONTHS OLD Tr.Type:E
Income Eligibility v WIC Intake v |W’IEI Motes Jll
| WIC Intake |
Check IF Mo Changes: [~ WIC ID; PO772013-01 Mail Code: [STATE PRINT =1
Other Family Members On WIC? [NO  [» Old WIC ID: 0772012-01  ‘Waiting List: |
Clinic: |roseburg [+] [~ For women Cril
WIC Cateqory: [CHILD, 12-23 MONTHS OLD [ | et e e L eed -]
Are You a Migrant? |NO | vl Shstue |v
are You Homeless? [W0_[+] & Education: =]
May We Contact You By Phone? = LMP: fpofoofonon o EDD: Jpojo0jo000
May We Contact You By Mail? - o 50"]00"10000
Auto Scheduler, OK? [YES |= Maother's WIC ID:ﬁD??ZDlS -I Mother's DOB:ﬁD,I’DD,I’DDDD
Re-Activate? [] Compliance Client: [~ Medical Provider Info Present: []
GEenerate Wi I | Seatch for Family Members | WIC ID History | Referrals | Medical Providers | Put On \Wait List |
ﬂ Certification Dates i
Start Date |  EndDate | Transfer || TermDate | Term Type |Date of Term Matification |
B p4isf00z  pofanjzon: | Jpofoofooon |Client ~||pofoofoooo
Cateqgory History | Termination/Ineligibility Reasons |
: X X nne Tran:arhnn Tune | Neterrineg Flinihilits |
| April 15, 2003 11:43:44 A | Kim [Trainer] McGee FI Douglas CH | DEVL1 / h_wchds

|Ready

1.1‘“4:1'3“'4IL|AH = Aﬁ' léD?SM @Expl...l &Gro...l KWD[...' Micr.._l B
Figure 1: “WIC Intake” Screen

|
R W N A D 114380

2. Set the “Other Family Members on WIC” field to “No”.

Change this field to “Yes” then back to “N0O” to activate the “Generate
WIC ID” button.

3. Click “Generate WIC ID” button.

o This will generate a new WIC ID number for the participant.
. The old WIC ID number will show on the “WIC Intake” screen
below the “WIC ID” field and in the “WIC ID History” pop-up.

4. Change the participant’s clinic if necessary and make other
changes to the intake screen as needed.

Add a note now if desired.
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5. Save.
6. Fast path to client demographics.
7. Change address, phone, guardian name and guardian type.

J NOTE: Since changing the address of one family member changes the address
of other WIC family members, it is important to change the participants WIC ID
number before changing addresses to avoid changing the addresses of the original
family members.

8. Save.
9. Check the FPA and FSS for correct benefit issuance.

J NOTE: Pregnant women who have an existing record where they were
assigned the “child” category in TWIST must be assigned a new WIC ID
number in order to assign the “pregnant woman” category.

To Add a Child to an Existing Family

The starting point for this section is:
Client Processes =@ Enrollment and Intake = Enrollment = Intake

This is the method you would use if you want to put several different children into
the same foster family.

1. Using the “Open” icon select and return with the participant
you will be moving into a new family (e.g. foster care.)

o Because families are linked with each other via the family ID
number the first thing that must happen before changing a foster
child’s address or guardian is to disconnect them from their current
family ID.

2. Set the “other family members on WIC” field to “Yes”.

. This turns on the “Search for Family Members” button.
J Change this field to “No” then back to “Yes” to activate the
“Search for Family Members” button.

3. Click “Search for Family Members” button.
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‘—':-‘ Client Processes - [CPOG05 - Enrollment State ID:2352334 Mame:Foster, Child, B DOB:02/02/2002]

File Edit “window  Help
[+ - z@|<0% | % 2@|S| P
|

—| Selection

== T = e e e e e e —— =

e— P —
CPO155 - Family Member Search

| —| Search Criteria i i

Last Mame: Foster First Mame: | Agency: IDougIas CHD v|
Family 1D | WIC ID: Sabi: | - - Date of Birth: [0/00/0000
{Search Result |

Last Name First: Mame Middle Mame Date OfF Birth

pO0772012-01

QLK |
Mew Search | Retrieve | of |
Cateqgory History | Termination/Ineligibility Reasons |
|F| = | April 16, 2003 03:45:09 P |Kim [Trainer) McGee ch n[glgu'rgrlggct.:aﬁ%nn o | |DDEP'\5PI_{Im.j’nhE_E\Ilig|i'1ht:iI"srv I
eady
f?ﬁ's‘?'lnnlpﬁmléﬂ—éﬂ—léuﬂﬂﬂ @ERDL_I Micr...l @Gro...l R’wm..l B2 Cli ||<EJ$N %@QE@Q 345 PM

Figure 2: “Family Member Search” Screen

4, Search for a member of the existing foster family into which
you wish to add participant.

5. Highlight the family member and click the “OK” button.

o This assigns the participant the same family ID with the next
available participant number.

. The old WIC ID number will show on the “WIC Intake” screen
below the “WIC ID” field and in the “WIC ID History” pop-up.

6. Change the participant’s clinic if necessary and make other
changes to the intake screen as needed.

7. Save.
8. Fast path to client demographics.
9. Change address, phone, guardian name and guardian type.
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J NOTE: Since changing the address of one family member
changes the address of other WIC family members, it is
important to change the participants WIC ID number before
changing addresses to avoid changing the addresses of the
original family members.

10. Save.
11. Check the FPA and FSS for correct benefits issuance.
Changing a Participant to a Previous WIC ID Number

The starting point for this section is:
Client Processes =@ Enrollment and Intake = Enrollment = Intake

1. Using the “open” icon select and return with the participant
you will change to a previous WIC ID number.

2. Click on the “WIC ID History” button.

‘-_';v‘ Client Processes - [CPOB0S - Enrollment State 1D:2352333 MWame:Foster, Child, A DOB:01/01/2002]
File Edit “Window Help

(B + - BE|0F | s b@a|5 P
—|5election I
WIC ID:i0772013-01  Name: Foster, Child, A DOB: [01/01/2002  WIC Cat.: [CHILD, 12-23 MONTHS OLD Te.Type:fT
Income Eligibilty v WIC Intake v |W’IE Motes Jil
| WIC Intake |
. Clheck IFbNo Changes: [ %% CPOBOS - WIC ID History Code: [STATE PRINT [=]
Cther Family M On SWIC? [N isk:
et Fanily Members nd : - :i —IWIE ID History b List |
inic: |roseburg
T — m Old WIC ID Start Date End Date I vi
0772012-01 04/15/2003  04/15/2003
Are You a Migrant? [NO | = 1151 (] I~
Jr— e ) K 00772013-01 04/15/2003  P4/15/2003 |:I
re ‘fou Homeless? -
8 L DOmeesss 1 po77z013-01 p4/15/2005  p4/15/z003 -
May ‘We Contact You By Phone? = /0000 or EDD: 00j00/0000
May We Contact You By Mail? :i {0000
Auto Scheduler, OK? |YES :i B Mother's DOB:ﬁD,I’DD,I’DDDD
Re-Activate? [] Medical Provider Info Present: []
GEenerate SIS D | Search fat Family: e roviders | Put On Wait List |
ﬂ Certification Dates |— Close |
Start Date || EndDate | Transfer T Termosre T Term Tv0e [OSTE or TEm amIEarmr—
B |p4/15/2003  |patanjzo03 | Jpofoo/oo0o |lient ~Pojoo;o000
Cateqgory History | Termination/Ineligibility Reasons |
: 5 5 Channe Transartinn Tvne | N =zrmine Flinihilite |
| April 15, 2003 11:44:35 Ak |K|m [Trainer) McGee Douglas CHD |DE 1 # h_wchds

| Ready

fl‘?ih‘:"?;”slﬁgiﬂl%d—éﬁ‘—léD?BMDV"' @Expl...l &Gro...l KWD[...' Micr...l Sel...
Figure 3: “WIC ID History” Pop-Up

| RN HAmD 1144 810
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3. Double click on the old WIC ID number that you wish to
change the participant back to.

4, Click “Close”.
5. Save.

J After saving, the WIC ID number on the “Intake” Screen will
show the number you selected. The “Old WIC ID” field will show
the previous WIC ID.

o The “WIC ID History” Pop-up will show the start and end dates
for the WIC ID number that you just changed.

J WIC ID numbers can be changed as many times as needed,
including back and forth between two numbers and the history is
kept for each change.

6. Check the FPA and FSS for correct benefit issuance.

X Tips and Shortcuts:

o Before you change WIC ID numbers, find out if the participant has
siblings already in foster care as they may already have their own WIC ID
numbers and you may wish to connect the siblings WIC ID numbers.

& Notes:
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Chapter 3: Client Processes
Section 9: Second Nutrition Education Contact
Lesson 900: Individual Follow-ups

Objectives:

Upon completion of this lesson the user will be able to:

o Understand the impact of adding a risk to a client record at a follow-up
visit;

o View NE information at a follow-up visit;

o Access and print diet assessment summary; and

o Explain the purpose of status and date end fields.

Oregon Policies:

¢ 625  Nutritional Risk Assessment
¢ 661  Competent Professional Authority/High Risk Counseling

¢ 820  Nutrition Education: Participant Contacts
¢ 830  Nutrition Education: Documentation
Overview:

Second nutrition education individual follow-ups function almost the same in
TWIST as first nutrition education contacts. However, there are some
fundamental differences in the types of contact. At the individual follow-up, the
information in TWIST serves as a historical reference of previous visits and
allows the user to update that information.

With TWIST, the user can update any client information, but the result of
updating varies. This lesson provides information on how to update information,
provide revised information to the client, and an introduction to situations that are
unique to the individual follow-up.

Policy requires that you document any new medical data and topics discussed.

Instruction:
Accessing the “Last Visit Summary” Screen
The starting point for this section is:

Client Processes = Certification = Infant/Child or Woman = Nutrition
Education Plan
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1. Retrieve the client for whom you want to view information.
2. Review the client’s information on the “Last Visit Summary”
screen.

‘—':-‘ Client Processes - [CP3115 - Woman Certification State 1D:2351357 Mame:Pregnant. Woman DOB:10/10/1975]

File Edit “Window Help
(B + - BE|0F | s b@a|5 P
’-{Selection I

WIC ID: [I0773326-01  Name: Pregnant, Woman DOB: [10{10/1975  WIC Cat.: [WOMAN, PREGNANT Tr.Type:F ‘

+

Medical Data Vl Health Hiztary Vl Diet Azzessment  +  NE Plan v |Progress Mates I BF Tracking 1 | Food Pkg. Assignment I

-| Risk Codes I
Cert/RC Date | Risk Code Risk Factors |
p [t1/1e/z00z 0z EGAN DIETS
11/19/2002 101 REPREGNANCY LUNDERWEIGHT
_I Goals |
I Visik Date I Goal I Status I Certifier Namne
3 Il 1/19/2002 F_at a pear as a snack everyday. IIn Progress IJuIia Hansel
| NE ¥isits |
I Wisit Date Appt, Type Class Title Attended
Rizks/nterventions i ME Provided | Goals | Fieferals | Mext Appointment |
Change Transaction Type | Determine Eligibility
| Ready | Movember 19, 2002 035943 AM [ Julia Harsel | Douglas CHD

iﬂSlall”J g |J @Group\:\u’is...l K\:\-"ordPerfe...l ||@6<B§N %mog 950 AM
Figure 1: “Last Visit Summary” Screen

B3 SelectMo...l

ES Client P

This section is populated with the client’s information from the last visit
but is display only.

J NOTE: Information may not be changed on this screen.

Adding a Risk to a Client Record at Follow-Up Visit

The starting point for this section is:
Client Processes =@ Certification = Infant/Child or Woman = Nutrition
Education Plan

1. Retrieve the client for whom you want to update information.

2. Click on the “Risk/Interventions” tab.
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‘—':-‘ Client Processes - [CP3115 - Woman Certification State 1D:2351357 Mame:Pregnant. Woman DOB:10/10/1975]

File Edit “Window Help e
B+ - SE | 0% | s @|o 9 &
Selection I

WIC ID: [I0773326-01  Name: Pregnant, Woman DOB: [L0J10/1975  WIC Cat.: fWOMAN, PREGHANT Tr.Type:F ‘

Medical Data Vl Health Hiztary Vl Diet Assessment  «  ME Plan |Progress Motes | BF Tracking | Food Pkg. Assignment |

-| Risks/Interventions I

I Wisit Date IRiskCodeI Risk Factaors Inkervention
__[1/19/2002 101 | PREPREGNANCY UNDERWEIGHT

D R [E5iE] ~ | FEcAn DIETS

Priority: |—2 Risk Level:
m Rizks/Interventions |NE Provided | Goals | Fieferals | Mext Appointment |
Change Transaction Type | [etermine Eligibility:
[Save | Movember 19, 2002 03:54:38 AWM [Julia Harsel | Douglas CHD
stan| | & || Borougwis.. | BT wordPerte. | B Select Mo |[ES Client P... | RWY N w54 am

Figure 2: “Risk/Interventions” Screen

o Adding the risk is the same functionality as covered in Chapter 3,
Lesson 300 Risk Criteria and Level.

o At follow-up visits during mid-certification, the user can add risks
to a client’s record. Doing this does not cause the client to lose
risks.

o The only difference between adding risk(s) at the follow-up visit

versus at recertification is that at the follow-up visit the certifier is
not assessing risks already assigned and therefore cannot remove
any risks.

J/ NOTE: You can add new information on any certification screen by clicking
on the insert icon.

Viewing Nutrition Education Provided at Past Visits

The starting point for this section is:
Client Processes = Certification = Infant/Child or Woman = Nutrition
Education Plan

1. Retrieve the client for whom you want to view information.

2. Click on the “NE Provided” tab.
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‘—':-‘ Client Processes - [CP3115 - Woman Certification State 1D:2351357 Mame:Pregnant. Woman DOB:10/10/1975]

File Edit “Window Help
[+ - H 0% st 2@ o 2
’-{Selection I

+

WIC ID: [I0773326-01  Name: Pregnant, Woman DOB: [L0J10/1975  WIC Cat.: fWOMAN, PREGHANT Tr.Type:F ‘
Medical Data Vl Health Hiztary Vl Diet Assessment  «  ME Plan |Progress Motes | BF Tracking | Food Pkg. Assignment |
| NE Provided |
I Date Providedl Topic
_|11;19;2002 |EXERCISE -
| Materials Provided |
I Dake Provided I Title I Faorm No.
|1 1/19/2002  [Ereastfeeding, . .The Gift of Love (Sparishj [][us-7=6-Pr-EF -
Insert | Remove Search By Topic |
Lazt Visit Summary | Rizks/nterventions ME Provided |Goals | Fieferals | Mext Appointment |
Change Transaction Type | [etermine Eligibility:
[Save | Movember 19, 2002 03:56:05 AM [ Julia Harsel | Douglas CHD

EX SelectMo...l

iaSlall”J g |J @Group\:\u"is...l R\:\-"ordPerfe...l ||@$<EJ§N %mog 5G Al

Figure 3: “NE Provided” Screen

EE Client P

o Here you can view nutrition education that was provided in the
past.
o Refer to Chapter 3, Lesson 402 Nutrition Education Provided for

information on how to add nutrition education provided.

Updating Client Goal Status

The starting point for this section is:
Client Processes =@ Certification = Infant/Child or Woman = Nutrition
Education Plan

1. Retrieve the client for whom you want to update the Next
Steps status.

2. Click on the “Next Steps” tab.
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‘—':-‘ Client Processes - [CP3115 - Woman Certification State 1D:2351357 Mame:Pregnant. Woman DOB:10/10/1975]

File Edit “Window Help
B+ - c@|[<0% | % m s P
Selection I
WIC ID: [I0773326-01  Name: Pregnant, Woman DOB: [L0J10/1975  WIC Cat.: fWOMAN, PREGHANT Tr.Type:F ‘
Medical Data Vl Health Hiztary Vl Diet Azzessment  +  NE Plan v |Progress Mates I BF Tracking | Food Pkg. Assignment |
—|l:|ienl: Goals I
__| visit Date | Goal | Status | Date Ended |

> ll 1f19/2002  [at a pear as a snack everyday,

| TR

—IDiet A t Summary |
Good Jab With: | -

‘fou Have Improved On: I

Try to Have Mare Of; |

Try ko Have Less OF: I

Cther Comments:

il
Prink I
Lazt Visit Summary | Rizks/nterventions | ME Provided Goals |F|eferra|s | Mext Appointment |
Change Transaction Type | Determine Eligibility |
|Ready | Movember 19, 2002 03:57:18 &AM [Julia Harsel | Douglas CHD

iaSlall”J g |J @Group\:\u"is...l R\:\-"ordPerfe...l EX SelectMo...l

| RPE N I s57aM

EE Client P

Figure 4: Next Steps Screen

3. In the “NE Plan” section, tab to the “Next Steps” field.

o If the client’s “Next Steps™ have changed since the first visit, there
is a drop down menu to change the status.

J If the status is changed, the “Date Ended” field is auto filled with
the current date. This date is modifiable.

o If the “Next Steps” status is changed to or remains as ‘not ready’
or ‘in progress’, the “Date Ended” field is grayed out as
00/00/0000 and is not modifiable.

= Practice Activities:

Use the client from your * Activity Sheet for this practice.

The starting point for this activity is:
Client Processes = Certification ® Woman = Diet Assessment

Retrieve the client for whom you want to update information.

Click on the “Risk Factors™ tab.

Add a risk to the client’s record.

Click on the “NE Plan” section to update the NE plan.

Click on the “NE Provided” tab to record the NE provided.

Click on the “Next Steps” tab to update the client’s planned step(s).

S
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7. Tab to the “Status” field and change the status of the client’s planned
step(s).

8. Save.

9. Exit.

v” Skill Check:

Retrieve a certified client from client primary.

Your client has come in for an individual follow up appointment. She has cerebral
palsy and recently was hospitalized for leg surgery. Her previous “next steps” was
to increase her intake of fruits and vegetables. The assessment today shows that
she is now eating 5 servings of fruits and vegetables a day.

Update her Risk Factors and “Next Steps” status. Print each screen when
completed.

& Notes:
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Chapter 3: Client Processes
Section 9: Second Nutrition Education Contact
Lesson 901: Documenting Non-WIC Nutrition Education

Objectives:

Upon completion of this lesson the user will be able to:

. Operate “Schedule Non-WIC NE” button;

. Identify when to use “Schedule Non-WIC NE” versus “Schedule
Appointment” buttons; and

. Document nutrition education provided by an outside agency.

Oregon Policies:

¢ 800  Nutrition Education: Introduction and Overview
¢ 810  Nutrition Education: Making Education Available
¢ 820  Nutrition Education: Participant Contacts

¢ 830  Nutrition Education: Documentation

¢ 835  Nutrition Education: Attendance or Refusal
Overview:

Clients may receive nutrition education from non-WIC organizations. You can
document and view this education in TWIST on the “Next Appointment” screen.
In this lesson you will learn how to record and view non-WIC appointments.

Instruction:

Documenting Non-WIC Nutrition Education

The starting point for this section is:
Client Processes = Certification = Infant/Child or Woman = Nutrition
Education Plan

1. Click on the “Next Appointment” tab at the bottom of the
screen.

2. Retrieve the client for whom you want to document non-WIC
education.

3. Click the “Schedule Non-WIC NE” button in the lower right
hand corner.
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% Client Processes - [CP311S - Wo _ =] x|
File Edit ‘Window Help
(B |+ — | sE |0 & | & 2@|S|

Selection i
WIC ID: [I0551543-01  Names fvisit, Last DOB: [19/01/1950  WIC Cak.: [WOMAN, PREGNANT Tr.Type:l\l_ ‘

Medical Data Vl Health History w| Diet Azzessment  +  ME Plan v |Pr0gress Maotes | BF Tracking | Food Phkg. Assignment |

’-{Non - WIC Appointment History |
| COrganization Mame | Class/individual| Topic |l Class Title or Subject | Date || Status |
% CP2408 - Schedule Non - WIC NE I x|
{Non - WIC Nutrition Education |
Organizaton Heme: [FNNNGGGGGGG - |
Address:
Phone:
Class [ Individual Follow Up: LI Topic: B Class Title or Subject:
Date: 100/00/0000 Status: E Instructor:
ok I Cancel
ME Refusal I Schedule HNonwIC NE | Schedule Appointment |
Last Vigit Summnary | Rizks/Interventions | ME Provided | Goals | Feferrals Mext Appointment |
LChange Tranzaction Type | Determine Eligibility |
[Ready | December 01, 2005 02:08:15PM | Sara Goodrich | Baker CHD dhs-oltpdp-prod1 / famnet

Hstan [ A B L) @ @ || ol | Byraw... | Eselect . |[Eclent.. [ NHBOBED PV P z0sem
Figure 1: “Schedule Non-WIC NE” Pop-Up

4. Complete the “Organization Name” field by selecting the
appropriate organization from the drop-down list.

The name, address and phone number will be populated by the system
from the Referral Organizations table in Operations/Management.

5. Use the drop-down lists to complete the “Class/Individual
Follow-Up” and the “Topic” fields.

6. Tab to the “Class Title or Subject:” field and enter the
appropriate information.

7. Enter the date of the education in the “Date” field.
This date can be in the past, current, or in the future.

8. Tab to the “Status” field and select the correct status from the
drop-down list.

9. Enter the instructor’s name in the “Instructor” field.
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10. Click “OK” to save your work and close the pop-up, or
“Cancel” to close the pop-up without saving the information.
The information is displayed on the “Non-WIC Appointment History”
screen.

11.  Save.

12. Exit.

X Tips and Shortcuts:

If you discover that you need to change the information in the “Non-WIC
Appointment History” screen, double click on the row you wish to
modify. This will open the pop-up and allow you to make changes.

A client who attends a Non-WIC nutrition education activity will need to
contact the WIC clinic for benefits issuance.

= Practice Activity:

The starting point for this section is:

Client processes = Certification = Infant/Child or Woman = Nutrition
Education Plan

Use the * Activity Sheet to complete this activity.

1.

e A i

10.
1.
12.
13.
14.

Select the client for whom you want to document non-WIC nutrition
education.

Click the “Schedule Non-WIC NE” button.

Select La Leche League as the “Organization Name.”
Tab to the “Class/Individual Follow-Up” field.

Select “Class” from the drop-down.

Tab to “Topic.”

Select a breastfeeding topic.

Tab to the “Class Title or Subject.”

Enter “Breastfeeding is great!”

Enter tomorrow’s date in the “Date” field.

Mark the “Status” as “Booked.”

Leave the “Instructor” field blank.

Click “OK” to save your work and close the pop-ups.
Exit back to the “Client Processes” window.
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& Notes:
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Chapter 3: Client Processes
Section 9: Second Nutrition Education Contact
Lesson Plan 902: Nutrition Education Refusal

Objectives:

Upon completion of this lesson the user will be able to:
d Appropriately document refusal of second NE contact.

Oregon Policies:

¢ &35  Nutrition Education: Attendance and Refusal

Overview:

To meet its goal of providing nutrition education, WIC requires that participants
be offered a second nutrition education (NE) contact sometime during their
certification period. In order to encourage participation in nutrition education
activities, food benefits issuance is coordinated with WIC participant attendance
at a second NE. TWIST has the flexibility to do this in several ways. Participants
cannot be denied their benefits if they are unable to attend a scheduled second NE
contact. When a participant is unable to attend their second NE contact,
reschedule them for another NE contact within the same month. If it is not
possible to reschedule them within the same month, the participant can contact the
clinic for one month of benefits issuance and be rescheduled for the second NE
contact the following month. The procedure for rescheduling a second NE
contact is explained in Chapter 4, Lesson 501 “Reschedule an Appointment.”

A WIC participant can also refuse to attend a second NE contact. This refusal

must be documented in TWIST and the participant must contact the WIC clinic
the month their food benefits end to continue on the program.

Instruction:

Documenting Second NE Contact Refusal

The starting point for this section is:
Client Processes = Certification & NE Plan = Next Appointment

J NOTE: This process would usually be done right after you offer the participant
a second NE contact during the certification visit. You can also go directly to the
“Family Appointment Record” screen to document second NE refusal.
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1. Click on the “NE Refusal” button to open the “NE Refusal Pop-

”

up.

% Client Processes - [CP3115

Flz Edit Window Help

(B + - sE 0% |t 2a|S|
1

Selection |
WIC ID: [I0851343-01  Name: [vst:, Last DOB: [19/01/1980  WIC Cat.: [WOMAN, PREGHANT

Tr.Type: F ‘

GY¥/0305 - NE Refusal
-|Non - WIC Appointment k

| Organization Mame I WICID | Refusal Reason I Create Date I Madify Dake I Date | Status |

Medical Data ~/| Health Histary Vl Diet Assessment « ME Plan v IProqress Maotes | BF Tracking | Food Pkg. &ssignment |

Insert | Bemave | ShowFami\yl Ok I Cancel |

gl start

ME Refusal | Schedule Non-wIC NE | Schedule Appuinlmenll
Last Wisit Summary | Risks/Interventions | ME Provided | Goals | Referals  Mext Appointment |
N Lhange Transaction Type | Determing Eligibility |
[Ready ~* | December 01, 2005 11:55:29 8M | Sara Goodrich | Baker CHD dhs-oltpdp-prod] / famnet

J Go MRV |J hiovel Grouml B Select Mad... | [ client Proc... |<}‘J%NE§Q§P FPo@ W e 1nssam
Figure 1: “NE Refusal Pop-Up”

2. Click the “Insert” button to insert a new row on the pop-up.

3. Click on the “WIC ID” field and select your client’s ID number.
. If you want to indicate a refusal for multiple family members, click

on the “Show Family” button to display all family members.

4, In the “Refusal Reason” field, select the appropriate reason
from the drop down list.

5. The “Create Date” and “Modify Date” fields are system
generated and display only.

6. Click “OK” to close the pop-up and save the information.

7. Click “Cancel” if you want to exit without saving.
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X Tips and Shortcuts:

. You can also go directly to the “Family Appointment Record” to
document a second NE refusal.

= Practice Activity:

Use information from your * Activity Sheet for this practice.

The starting point for this section is:
Client Processes = Certification & NE Plan = Next Appointment

1. Click on the “NE Refusal” button.

2. Indicate the second nutrition education contact was refused.
3. Click “OK” to close the pop-up and save the information.
v” Skill Check:

Use the information from your * Activity Sheet for this practice.
During the certification visit for her child, your client indicates that she cannot

attend the second nutrition education contact because of her work schedule. Take
appropriate steps to document this in TWIST.

& Notes:
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Chapter 3: Client Processes
Section 9:  Quarterly Nutrition Education Contact
Lesson: WIC Health.org: Online Nutrition Education

Objectives:
Upon completion of this lesson the user will be able to:

e access the “WIC Health Client Search” website to confirm which nutrition
education lessons a participant has completed; and

e document completion of a WIC Health online nutrition education lesson in
the participant’s record.

Oregon Policies:

. 820  Quarterly Nutrition Education Contacts
. 840  Documentation of Nutrition-Focused Education and Counseling
Overview:

Participants who are not high risk may fulfill their quarterly nutrition education
contact by completing an online lesson on the WIC Health website. Once
completed, the lesson is documented in TWIST and food benefits may be issued
from the “Family Summary Screen” as normal. Use the Support WIC Health
website to verify the specific lesson completed and to check for any questions
entered.

Instruction:

How to Verify a Participant’s Lesson Completion on the
Support WIC Health Website

JANOTE: The Support WIC Health website is NOT connected to TWIST.

1. Open an internet browser (e.g. Internet Explorer, Firefox or Edge).

2. Go to https://www.wichealth.org/support
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Wl; chealth HOME  LOGIN  HELP

| SUPPORT

This is the place that helps
you bring wichealth to life

All the resources, materials, and supportyou

need. All in one place.

Figure 1: “Support WIC Health” Login Screen

3. Click the “Log In” button and enter your clinic’s “User Name” and
“Password.”

J NOTE: All staff in your clinic will use the same User Name and
Password to view WIC Health. Ask your supervisor for this information.
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. I
wl chealth LOG IN SIGNUP  OQURBLOG  HELP English

LOG IN

Username

Enter Username

Password

Enter Password

Forgot your usemame or password?

3. Click on the Client Search box.

wlchealth | SUPPORT HOME  MYPROFILE ~ HELP  LOGOUT

News and Updates

Welcome, WIC Staff!

We hope you will take some time to explore our support site!

b
y
Client Search Usage Statistics Resources
Enter a client's WIC ID and see Check out the latest wichealth Access a variety of free training
details for each of their completed usage statistics for your state, and promotional materials for WIC
nutrition education lessons. agency, or clinic. staff and clients.

Figure 3: Support WIC Health landing page, which includes the
Client Search feature

4. To search for the participant,
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Under States, enter Oregon

Under WIC Agencies, select your local agency

Under Search By, select WIC ID and enter the participant’s 8-digit
Family WIC ID number. Leave off the 2-digit participant ID at the

end, and if number is less than 8 digits, add one or more zeroes to
the beginning of the number to make it an 8-digit number.

Client Search

Use the fields below to search for lesson completion certificates for your WIC clients.

Oregon ™| || ~Allwic Agencies V|

wic ID v

Figure 4: Client Search screen

5. Click the “Search” button. Wait a few seconds, then scroll down
to see information on the “Client Found”.

The screen will show the participant’s name, all WIC Health
lesson(s) completed and completion date(s).

Click on View Certificate (far right) to see the participant’s answers
to the two mandatory questions — what the participant plans to do
differently as a result of the lesson, and whether there are any
questions on which to follow-up — which fulfills the interactive
component of the lesson.
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6. Document the specific WIC Health lesson completed on the “NE
Provided” tab in TWIST. Mark the online lesson as an
appointment according to your agency’s policy:

IF: THEN:
Your agency uses specific TWIST | Mark the participant as “show”
groups for each online lesson when they have completed the
topic, lesson.
Your agency uses a generic Mark the participant as “show”
TWIST group for all online when they have completed the
lessons, lesson.

/A NOTE: For more information see the WIC Health webpage on our
website:

https://www.oregon.gov/oha/PH/HealthyPeopleFamilies/wic/OnlineNutritio
nEducation/Pages/index.aspx

7. To search for another participant, repeat the process.

8. When finished, click “LOGOUT” on the top right of the screen.

=» Practice Activities:

1. Check with your supervisor for your local agency’s procedures for
documenting online nutrition education lessons.

=z Notes:
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Chapter 3: Client Processes
Section 10: Farm Direct Nutrition Program (Farmers’ Market)
Lesson: Farmers’ Market Coupon Issuance

Objectives:

Upon completion of this lesson the user will be able to:

. Issue Farmers’ Market coupons via a class with TWIST access;
. Issue coupons via a class without TWIST access;

. Issue coupons during an individual appointment; and

. Issue coupons to a walk-in client.

Oregon Policies:
a 1100 Farm Direct Nutrition Program Local Program Responsibilities

Overview:

Local agencies can issue coupons to clients several different ways:

1) in a class setting with a TWIST connection;

2) in a class setting via laptop;

3) in a class setting where TWIST is not available (such as a satellite clinic
with no lap-top or on-site at a farmers’ market);

4) on an individual basis as part of an appointment; and

5) in a walk-in situation.

Regardless of the method you use, you must document coupon issuance on the
Farmers’ Market Issuance screen and also on a coupon register (since recipient
signatures are still required).

Ch 3,1000.1



Oregon WIC TWIST Training Manual April 2005

: Client Processes - [¥ME505 - Farmers Market Issuance] ’ =] ]

File Edit Help
0 - =20 @& +BH
[Issuance |
Beginning Ending Coupon Books
Orientation Coupon Coupon Received
WIC ID Issue Date Given Number Number Client Name Participant Family
MH 0470172005 r [ I [ [
Delete Incomplete Rows | Paopulate Coupon Mumbers | Print Issuance List QK
12:05:21PM 0 lféprLZ 005 2005 01:05:20 P | edtest | Hamep CHD devll A h_wchds test

Figure 1. “Farmers’ Market Issuance” Screen

The route by which you will access this screen depends on the method of issuance
you choose. We will review each method in detail.

Instruction:

Issue Coupons Via a Class With a TWIST Connection

The starting point for this section is:
Appointment Scheduler + Group Maintenance <+ Group Education Classes

This method is possible only if you are issuing coupons with TWIST access.
1. Retrieve the appropriate class.

+ NOTE: Please refer to the “Schedule a Client into a Nutrition Education Group
Appointment” lesson for more detailed information.

2. Mark the appropriate participants as “Show.”

3. Save.

Ch 3, 1000.2



Oregon WIC TWIST Training Manual April 2005

4. Click on “Farmers’ Market Issuance” button.

il 18] %]
- 20 @ & B2@E

|Issuance |

Beginning Ending Coupon Books
Orientation Coupon Coupon Received
WIC ID Issue Date Given Mumber Number Client Name Participant Family

VMES0S - Farmers Market Issuance : Msg # - 3373 | x|

Do you want to populate the Faimers Market lssuance screen with the 'WIC [Ds from the
Group Education class?

Farnily Issuance Details | Delete Incomplete Rows | Paopulate Coupon Numbets | Print Issuance List QK
13:06:57P Ol-Apr—2005 2005 01:08:56 PM | edtest | Hamey CHD

Figure 2: Populate “Farmers’ Market lssuance Message

. A message is displayed asking ““Do you want to populate the
Farmers’ Market Issuance screen with the WIC ID’s from the
Group Education Class?”

5. Select “Yes” and TWIST immediately begins, from the bottom
of the list, to identify those participants who are ineligible to
receive coupons.

. Any clients who are not eligible for coupons will be identified, by
WIC ID number and name, in a pop-up.
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i =181 x|

e 4+ — E2EE 0% s B@E

|Issuance |

Beginning Ending Coupon Books
Drientation Coupon Coupon Received
WIC ID Issue Date Given Number Number Client Name Participant Family

|0 omimoE o [
B e e e e
B e e
DN e R

|
|
|
Hawa Kip

VME505 - Farmers Market Issuance : Msg # - 3373 [<]

Client 07985740-01, Hawk, Kip is not elighble for coupons because they have dready
teceived the State maximum. Remove this clisnt?

Eamily Issuance Detalls | Delete Incomplete Rows | Populate Coupon Mumbers | Print Issuance List [o]:4
13:07:46FPM 01-Apr—2005 2005 01:07:45 PM | edtest | Harney CHD devll /b wehds tesl

Figure 3. “Farmers’ Market Issuance” Ineligiilty essage

o You will have the option to remove the client or leave the client on
the screen. Removing the client means not issuing coupons to the
client. Since this method requires you to be working in TWIST to
issue the coupons you must always reply “Yes” to avoid issuing
coupons to an ineligible client. (We will discuss why you may not
want to remove a client in the next section.)

+ NOTE: Selecting “Yes” removes the client from the Farmers’ Market Issuance
screen but NOT from the class list.

. The screen now lists, in order of participant ID, WIC clients who
are marked as “Show” and are eligible for Farmers’ Market
coupons.

6. If needed, remove any of the remaining eligible clients using

the “minus” icon (not the “Delete Incomplete Rows” button —
see “Tips and Shortcuts”).

. It is not mandatory to issue coupons to all eligible clients on the
list.
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. Make sure to remove any family members that would cause the
family to exceed your agency’s maximum family benefit.

. “Issue Date” defaults to today’s date.

. “Orientation Given” automatically populates in this screen but
may be unchecked if needed.

o “Client Name” also automatically populates here.

. The “Coupon Books Received” columns reflect previous
issuance AND what you are about to issue.

. The screen should now list, in order of participant ID, all the

clients to whom you want to issue Farmers’ Market coupons.

H “ ”
7. Click on the “Populate Coupon Numbers” button.
i) =& %]
-2 @F 2@
|Issuance |
Beginning Ending Coupon Books
Orientation Coupon Coupon Received
WIC ID Issue Date Given Mumber MNumber Client Name Participant Family
upwsmnn-m [04/01fz005 i [ I Hawik, Jackalope 3 E
JPDQ‘WSI 1-01  [04/01/2005 i [ I Havik, Chicken 3 13
JPDQ‘WETZ-DI [o4012005 W [ [ Hawk, Kew B E
Jp?gssmo-m [04/01/2005 i [ I Hawk, Kip 3 B
WM5225 - Starting Coupon x|
Enter Starting Coupon Mumber:
O I Cancel ‘
Eamily Issuance Details | Delete Incomplete Rows | Popu\%e Coupon Numbers | Prink Issuance List (a4
13:09:16PM O1-Apr—2005 2005 01:0315PM | edtest | Hamey CHD devll ¢

Figure 4. “ Starting Coupon” Pop-up

8. Enter in the pop-up the beginning coupon number of the first
set of coupons you plan to issue for this class.

9. Click “OK.”

. TWIST will automatically populate the “Beginning” and
“Ending Coupon Numbers” for the WIC clients on the
Farmers’ Market Issuance list.
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10.

11.

12.

+ Appointment Scheduler - [VME505 - Farmers Market Issuance] =18 x]

File Edit Help

- EH 0% BB

[Issuance |

Beginning Ending Coupon Books
Orientation Coupon Coupon Received
WIC ID Issue Date Given Number Number Client Name Participant Family
M|00750000-01 [04/01jz00s 2 | 30041 [ 30050 Hawk, Jackalope 3 3
JPD%?BII-D[ [D4f01jz005 a | 30051 [ 30080 Hawk, Chicken kB 3
qugwwz-m [04/01jz008 cd [ o061 [ 30070 Hawk, New E E
JP?QBS?W—D[ [04f01/z008 o [ s0071 [ 30080 RHawk, Kip E E

Eamily Issuance Details | Delete Incomplete Rows | Populate Coupon Numbers | Print Issuance List ok

13:11:56FH Ul*ADI‘LEUUS 2005 01:11:56 P | edtest | Harney CHD st

Figure 5: “Farmers’ Market Issuance” Screen Completed

Click on “Print Issuance List” button.

. TWIST will print a “Farmers’ Market Issuance List” that displays
the contents of the completed Farmers’ Market Issuance screen
with a signature line for each client.

. Make sure a recipient signs for each set of coupons; then staple the
signed list to the corresponding coupon register.

Distribute coupons to clients as you normally would,
according to the coupon ranges assigned by TWIST.

Click “OK.”

. At this point you will be asked if you want to save your work.

. If you click “OK” before you have printed the signature log
TWIST will ask if you want to print before you exit.

+ NOTE: The “Family Issuance Details” button will be covered in another
lesson.
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Issue Coupons Via A Class By Laptop

The starting point for this section is:
Appointment Scheduler + Group Maintenance + Group Education Classes

Make sure to assign and verify stock to the laptop clinic prior to the load, and then
proceed as described in the “Issue Coupons Via a Class With a TWIST
Connection” section above.

Issue Coupons Via a Class Where TWIST is Not Available

The starting point for this section is:
Appointment Scheduler + Group Maintenance + Group Education Classes

This method allows you to document coupon issuance by coupon range from the
completed coupon register. While the previous method organizes the Farmers’
Market Issuance screen by WIC ID number, this method organizes the screen by
coupon range.

Without TWIST access, some preparations must be completed before the class:

1) Make sure you have assigned and verified stock to the appropriate clinic
since you can only issue coupons from the assigned range;

2) Make sure you have the correct series of coupons and coupon registers;

3) Make sure you have enough FDNP materials for everyone who is eligible
to receive coupons; and

4) Run the Farmers’ Market Client Eligibility Report for your class:

1. Retrieve the appropriate class.

2. Click on “Farmers’ Market Eligibility Report” button.
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+ Appointment Scheduler - [VM155R - Farmers Market Ehgibility Report] 8] x|
Flle Edit “iew Help
13 # BII L»r 4« &
User ID:  edtest Farmers Market Eligibility Report 03/31/2005
Report ID: ¥M155R FRUITS AND YEGETABLES ENGLISH - 6/3/2003, 09:45:00 Page 1 of 1
Piaute Reservation
As of: 3/31,/2005
Wic Id Client Name Eligible?  Ineligibility Reason
00750000-01  Hawk, Jackalope M Client Receqved State Maximum
00947311-01  Hawk, Chicken M Client Received State Maximum
00947872-01  Hawk, Mew M Mo Current Cert
07955740-01  Hawk, Kip M Client Receqved State Maximum
L4 | ;IJ
14:23:45PH 31-Mar—z005 M, 2005022344 PM | edtest | Harney CHD

Figure 6: “Farmers’ Market Eligibility Report Sreen

TWIST will generate a report that displays the WIC clients listed
for the class, whether or not they are eligible to receive coupons,
and ineligibility reasons for those who are ineligible.

Use this report to ensure that you are issuing coupons only to
eligible clients.

+ NOTE: You can run this report for multiple classes:

Click on “Vendor Management” icon.

Select FM Client Eligibility Report from “ Farmers’ Market”
under the Reports drop-down menu.

Select the appropriate selection criteria. You can run the report the
Group Education classes within the date range that you specify.
TWIST will generate a list of the registered participants and their
FM eligibility for each class in the date range you specify.
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At the satellite clinic or upon return from class:

1.

2.

Retrieve the appropriate class.

Check participants into class as you normally would.

Save.

Click on “Farmers’ Market Issuance” button.

) A message is displayed stating “Do you want to populate the
Farmers’ Market Issuance screen with the WIC ID’s from the

Group Education Class?”

Select “No” and this will set up the ability for you to enter WIC
ID numbers directly from the completed coupon register.

Enter the WIC ID number of the first client on your coupon
register for that class.

1 Appointment Scheduler - [¥MG6505 - Farmers Maiket lssuance] = ﬁ

File Edit Help

= =2E 0% %B®H

|Issuance |

Beginning Ending Coupon Books
Orientation Coupon Coupon Received
WIC ID Issue Date Given Number Number Client Name Participant Family
J jpog47e72-01 040172005 d [ 30061 [ 30070 Hawk, Mew 3 k
M Il IEVE - [ s0071 [ 0080 | [ [
Family Issuance Details | Delete Incomplete Rows | Populate Coupon Mumbers | Prink Issuance List OK
1315 48FH gl_Apr'_gggs 2005 01:15:47 P | edtest | Hamep CHD

Figure 7: “Farmers’ Market Issuance” Screen
— Populated by Coupon Range
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Once you tab to the next row, TWIST will populate the beginning coupon number
for the new row. You will be required to enter only the WIC ID number of the
next client.

+ NOTE: In the event that an ineligible client was issued coupons anyway, the
issuance will still need to be captured in TWIST. When TWIST generates the
ineligibility message that asks if you want to remove the client, you will need to
click “No” since the issuance (albeit incorrect) must be documented.

TWIST will generate a report of WIC ID’s of participants who were incorrectly
issued coupons. The State will use this report as a compliance tool.

Issue Coupons Via Individual Appointment

The starting point for this section is:
Client Processes + Certification OR Client Processes + Enrollment

You may issue coupons to a client anytime during an individual appointment.
1. Select “Farmers’ Market” from Fast Path menu.

This will bring you to the Farmers” Market Issuance Screen where your
client’s WIC ID and name will automatically populate.

2. Enter the Beginning Coupon Number of the range you are
issuing to the client.

3. Click the “Orientation Given?” field once you have done so.

4. Click OK.

+ NOTE: Don’t forget to have the client sign the coupon register because
signatures are still required!
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Issue Coupons Via Walk-In

The starting point for this section is:

Client Processes =+ Farmers’ Market + Issuance

There may be instances when you need to issue coupons to a client who has
arrived at the clinic but is neither booked for a class nor an appointment:

1.

Enter the client’s WIC ID number, or retrieve the client via
Client Master.

Follow steps 2-4 of “Issue Coupons Via Individual
Appointment.”

Complete the coupon register fields and have the client sign
the register.

X Tips and Shortcuts:

If you need to add multiple clients to the “Farmers’ Market Issuance”
screen, either insert rows using the plus sign or create a row by tabbing at
the last completed field.

Use the “Delete Incomplete Rows” button whenever you need to exit
the Farmers’ Market Issuance screen but have not completed issuing
coupons to all the clients listed on the screen.

You may use the “Print Issuance List” function for any of the issuance
methods described, but you must remember to staple the signed list to the
corresponding coupon register.

NNotes:
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Chapter 3: Client Processes
Section 11: Family Summary Screen

Lesson: Family Summary Screen (FSS)

Objectives:

Upon completion of this lesson the user will be able to:

. book appointments or make requests from the Family Summary Screen;
. limit the number of months’ benefits to issue by setting issuance months;
. use the FSS to coordinate appointments for a family;

. select the months food benefits are to be issued; and

. remove issued food benefits if needed.

Oregon Policies:

¢ 511  Food Benefit Issuance

¢ 646  Mid-Certification Health Assessment

¢ 810  Nutrition Education: Making Education Available
¢ 820  Nutrition Education: Participant Contacts

Overview:

Nutrition Education is a primary focus of the WIC program and food benefit
issuance should support attendance at Nutrition Education appointments. Food
benefit issuance means that the foods from the food package assigned to the
participant are sent to the family’s eWIC account and are made available to
purchase with their eWIC card.

The Family Summary Screen (FSS) provides you with information for all
members of a family on WIC and can be accessed from a many different areas in
TWIST. This screen will allow you to review appointments and food benefit
issuance on a single screen. From a single location you will be able to make
appointments or appointment requests and determine which months of food
benefits to issue for a family. This process ensures that family appointments are
coordinated with food benefit issuance and nutrition education opportunities are
maximized.

Instruction:
Accessing the Family Summary Screen

The “Family Summary” Screen can be accessed in several different ways.

From Certification:
Client Processes = Certification = Food Package Assignment Tab
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« Click on the “Family Summary Screen” button.

#2 Client Processes - [CP3115 - Woman Certification State ID:3616063 Name: Omama, Michelle A DOB:0
File Edit Window Help

ST IR IR T L)
’-{Selectinn I

WIC ID: [020516759-01 Name: [omama, Michelle A DOB:[ DI/OL{1951  WIC Cat.: [OMAN, MOSTLY OR SOME BREA Tr.Types [N ‘

Medical Data Vl Health Histary Vl Diet Assessment v| ME Plan Vl Progress Motes | BF Tracking = Food Package Assignment |

‘IFood Package I [~ Debug
FP Start: WIC Module A Qby & | Unit Madule B I Module Qby ©  |Unit | Med | Partial | Status
Crate Cateqory & C | Doc
01/01/2015  WE ML-C » k.75 >lgal | [wrE A - m
12/01/2014  WE ML-C ~ |75 =lgal | [wrE Ja =1 )
11012014 WE ML-C ~ |75 =lgal | [weE a | =1 O]
10/012014  WE ML-C =75 =lgal | [wPE A | | ]
09012014 WE ML-C =75 =lgal | [wPE A || | [T
08/01j2014  WE ML-C ~ .75 =laal | [wre Ra =1 r
07/01/2014  WE ML-C ~ |75 =lgal | [wee A =1 ]
06/01/2014  WE ML-C =75 =lgal | [wPE A | | ]
05/01/2014  WE ML-C =75 =lgal | [wPE || | [T
04/01j2014  WE ML-C ~ |75 =laal | [wrE Ra ~1 )
03/01/2014  WB ML-C =75 =lgal | [wee A | =1 O]
p 02/11/2014  WE TR . 7=~ gal | [wee ~ ~1 )
all | |
adify | FR and Fx | Med. Doc, Infol FEorecast | Fiow Summalyl | special Clisnt: [~ wiEM1: [ Twins or More: [ |

Food Package Assighment | Old Food Package Assignment |

E nrallment | Family Sumnmary Screenl Imrnunizations Status | LChange Transaction Type | LDetermine Eligibility |

Figure 1: “Food Package Assignment” tab with Family Summary
Screen button

From Lookup:
Client Processes = Lookup = Family Summary Screen

From Enrollment:
Client Processes @ Enrollment and Intake = Enrollment

« Fast Path to the “Family Summary Screen.”
From Appointment Scheduler:
Appointment Scheduler = Scheduling = Family Appointment Record or
Daily Clinic Schedule = Fast Path to the Family Summary Screen
OR

Appointment Scheduler = Scheduling = Group Maintenance
= Group Education Classes

« Use the button Fast Path from a participant scheduled in the class to
their “Family Summary Screen.”
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ppointment Scheduler - [A52205 - Group Education Classes]

Fle Edit Window Help

B+ - |=H 9% | s BT

_[class Info |

|
Clinic: IGateway WIC Program - I

Topic: IBREASTFEEDING

Class Title: |BREASTFEEDIMG

Instructor: Eateway Class Instructor

Language: English

Date Held: [13(05 /20114

Location: IGateway WIC Clinic 131 NE 'I Room#: anda Start Time: F4:UU Pr
Address! FLDG 1 Current Booked: E End Tirne: FS:DU P
I Maximum Capacity: 25
Ciky: FORTLAND Motkes:
State: ER Zip: F?ZZD -I
Phane: FDS -988 -3503 Delete Class: | Hew Class Schedule Class
. 1
ﬂ Cas=llist ] ™ Display FLPHnt Information
WIC ID | Name | Phone Mumber | Status |
) [IETEERER  ficen, JilE [ 000 - 000 - 0000 [eookeD ~ |
| fpenstEra-ol  fomama, Michells A | 503 - 555 - 5555 |BOOKED ~ |
ijgmgs-m Mey, Eaily | 000 - 000 - 0000 |BOOKED |
J31094527-01 |Wh\te, KELSEY | 000 - 000 - 0000 |BOOKED B3|

Fammers b arket Eligibility

Farmers Market [szuance

Family Summary Screen

Fririt &1l Fl's

FErint Selected Fle

Figure 2: “Group Education” Screen with Family Summary Screen

button

The “Family Summary Screen” has four major sections: Family Information;
buttons for appointment scheduling and other functions; Appointments/Food
Benefit Schedule; and buttons for issuing or removing food benefits and printing a

Benefits List.

ent Processes - [[P4205 - Family Summary Screen]
File Edit “Window Help

B+ - |sH|0%F | it =als]

Figure 3: Family Summary Screen

i~ Family Information Ty s
First Cardholder: Second Cardholder: L0E00
Lreate Request
Farily ID: 02091679 Current Cerkificati Issuance ;
urrent Certification et Month Modify Request
D Mame DOB Clinic  Cat Status StartDate End Date Risk Wait Benefit Reason Select Put on Wait List
|01 MchalleAOmama | 01/01/1991 |51 | WE |EN| 02,.’11;’2014| 01/31/2015 | Ml Nl | |mi Farmner's Market
| b2 parry HOmama [‘oifnijzo14 [s1 [ 1813 [En [ o2f11jz014 [01/51/2015 [L [ | | | Set |ssue Months |
Farmula Warehousel
i Appointment /Food Benefit Schedule
; Feb-2014 Mar-2014 Apr-2014 May-2014 Jun-2014
I Mame T Appt FdPkg FEB Appt FdPka FB Appt FdPkg FB Appt FdPka FB Appt Fd Pkg
01 Michele L-C ] L-C = IL-C ] L-C L-C
I_ 'VI I FE . I FE . I FE . I PE I FB
[0 Barry | Ela-p I Fiap I Eiap I Eiap [ E1Ap
< | Bl
lszue Benefits Remove Benefits | Benefit List | Old F55 |
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Family Information Section

© See Job Aid “Family Summary Screen Codes” for more
information.

= Family Information

First Cardholder: I Second Eardholder:|
Family ID: 12091579 Current Certification Issuance
Last  Month
I Mame DOE Clinic Cat Status StartDate EndDate Risk Wait Benefit Reason Select
|01 MchelleAOmama l 01/01/1991 |51 | WE |EN| 02;11;2014] 01/31/2015 l M| M ] | ]
|02 parryHOmama | 01/01/2014 ]51 ] IB1-3 ]EN] 02111;2014] 01/31/2015 | L ] N | ] r

Figure 4: “Family Information” Section

This section of the screen displays all family members with WIC records and
provides information that does not need to be displayed on a month-by-month basis.

1. “Family Information” section fields.

1.1 “First Cardholder” and “Second Cardholder” fields indicate
the names of cardholders entered on the “Family Cardholder
Screen.” This lets you make sure the family has a cardholder
assigned before they leave the clinic.

1.2 “Family ID” field

1.3 “Client ID” field

1.4 “Client Name” field

1.5  “DOB?” field is the participants’ date of birth

1.6  “Clinic” field indicates what clinic in your agency the participant
is assigned to

1.7  “Cat” field indicates the participant’s WIC category
= An asterisk “*” indicates if the WBN or IBN flag has been
set on the “Food Package Assignment” screen.

Ch3,1100.4
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1.8

1.9

1.10

1.12

1.13

1.14

1.15

“Status” field indicates the status of the current certification
period: EN = Enrolled; IC = Incomplete Certification; and TM =
Terminated. If the field is blank, there is no current cert period for
the participant.

“Start Date” field indicates the start date for the current
certification period.

“End Date” ficld indicates the end date for the current
certification period.

“Risk” field indicates the risk level for that participant.

“Wait” field is a Yes(Y)/No(N) field indicating if the participant is
currently on a waiting list in your agency.

“Last Benefit” ficld indicates the issue date for the month of
benefits that is the furthest in the future

“Issue Month Reason” ficld shows the reason code indicating
why the participant has less than three months of food benefits
available to issue.

“Select” checkbox is used to select the participant for whom an
action is to be taken, such as “Find Appointment.”

Button Functionality

On the right side of the “Family Summary Screen” is a series of buttons that
allow the user to perform functions for participants without having to go to another

Screen.

Find &ppointrent |

Create Request |

M aodify Bequest |
Put on w/ait List |

Farmer's Market |

__get lssue Months i

Formula Warehuusel

Figure 5: Button Function Section

1. Select the participant(s) for whom you want to perform the
function by checking a “Select” box.
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2. Click on the button showing the function you wish to use.

2.1

2.2

23

24

2.5

2.6

2.7

“Find Appointment” button will open the “Find
Appointment” pop-up and allows you to schedule an
appointment for the participant(s) selected. See Chapter 4, Lesson
402, Schedule Appointment Now for more information.

“Create Request” button will open the “Create Request”
pop-up and allows you to schedule a request for the participant(s)
selected. See Chapter 4, Lesson 301, Appointment Requests for
more information.

“Modify Request” button will open the “Modify Request”
pop-up and allows you to remove or make changes to an existing
request for the participant selected. See Chapter 4, Lesson 301,
Appointment Requests for more information.

“Put on Wait List” button will open the “Put on Wait List” pop-
up and allows you place the participant selected on the wait list. See
Chapter 4, Lesson 800, Wait List for more information.

“Farmer’s Market” button will take you to the “Farmer’s
Market Issuance” screen and allow you to issue Farmer’s
Market Coupons for the participant(s) selected. See Chapter 3,
Lesson 1000, Farmers’ Market Coupon Issuance for more
information.

“Set Issue Months” button opens the “Set Issue Months” pop-
up which allows you to limit the number of months the system will
allow to be issued for the participant selected. See the “Selecting
Food Benefits to Issue” section of this lesson for more information.

“Formula Warehouse” button opens the “Formula
Warehouse” pop-up which allows you to submit formula orders to
the formula warehouse to be filled. An “!” on the “Formula
Warehouse” button indicates that a formula warehouse order has
been placed. See Chapter 3, Lesson 505, Formula Warehouse for
more information.

J NOTE: These buttons will help the user to coordinate appointments and other
participant services needed for all family members on WIC. See the
“Appointment/Food Benefit Schedule” section of this lesson for more information.

3. View Breast Pump Issuance information below the buttons.
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- Create Request I
Modify Request |
Put on 4 ait List I
Earmer's Market |

Set lzzue Maonths I

Formula 'W'arehl:uusel

| actina Issued
02091579-01
e Dk: 040114

Figure 6: Breast Pump Issuance Information

JI NOTE: This information is only visible if a Lactina or Pump-In-Style breast
pump has been issued to the participant. It includes the WIC ID of the family
member who was issued the breast pump. If a Lactina is issued, the date the breast
pump is due to be returned is also displayed. See Chapter 3, Lesson 600,
Breastfeeding Tracking for more information.

Appointment/Food Benefit Schedule Section

The bottom section of the “Family Summary Screen” shows the appointments,
milk, food or formula modules that have been assigned, and availability to issue
food benefits for all participants on WIC. This section allows the user to ensure
participation in the appropriate Nutrition Education for the family and will be the
primary method of determining which food benefits will be issued for the family.

—Appointment /Food Benefit Schedule
:; Feb-201+4 Mar-2014 Apr-2014 May-2014 Jun-2014
ID Mame T ARRE FdPkg FEB Appk FdPkg FEB Appk FdPkg FE Appt FdPkg FEB Appk Fd Phg
01 Michele L-C L-C I L-C L-C L-C
I_ rﬂ I PE I PE I PE I FE I FE
[0z parry | SIA-P [ S15-P | E1A-P [ E1a-P | 18P
! | i
|zsue Benefits | Femave Benefits | Benefit List | QOid FS5 |

Figure 7: “Appointment/Food Benefit Schedule” Section

1. Review the fields in the “Appointment/Food Benefit Schedule”
section of the screen.

1.1

1.2

“ID” field shows the participant ID for each family member.

“Name” field shows the first name for each family member.
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1.3 “Month-Year” indicator shows the month and year of the
appointment and food package directly below it. Using the scroll
bar beneath will show up to a full year for each participant.

1.4 “Appt” field shows the code for the appointment type of the first
appointment or request in the month indicated. Requests are
indicated by a small ““ —r “ after the appointment type code. For
more information about the participants appointments or to
reschedule, Fast Path to the “Family Appointment Record.”

© See Job Aid “Appointment Types” for more information.

1.5 “Fd Pkg” field indicates what milk, food or formula modules have
been assigned for the month indicated. Food package assignment
must take place on the “Food Package Assignment” screen.

1.6  “FB” field shows the status and availability for issuing the food
benefits indicated for that month.

1.7 The space between months may show the Certification End or
Termination. No food packages will show beyond this bar.

o =l A solid black bar shows when a participant becomes
categorically ineligible.

o @l A hollow bar shows when the participant’s current
certification period ends.

Selecting Food Benefits to Issue

The “Family Summary Screen” allows you to select the months of food
benefits to issue for each family member eligible to receive benefits. This process
would be used to coordinate food benefit issuance with participant appointments.
The system defaults to 3 months of food benefits available to issue. The system
will automatically limit the number of months available to issue for participants
with eligibility pending, requiring medical documentation from a health
professional, or if a breastfeeding mom and baby have mismatched categories.
The user can limit the number of months available to issue via the “Set Issue
Months” function.

If there is no Food Package code in the “Fd Pkg” field, there cannot be any food
benefits issued for that month. Any food benefits that are available to be issued
for a participant will default to a checked box in the “FB” field.

Ch3,1100.8
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—Appointment /Food Benefit Schedule
E Feb-2014 Mar-2014 Apr-2014 May-2014 Jun-2014
ID Mame $ Appk FdPkg FB Appt FdPkg FB Appt FdPkg FB Appt FdPkg FB Appk Fd Pkg
01 Michelle L-C L-C L-C L-C L-C
I_ M I PR ! PE ! FE I PE PE
E parry | SIa-P | 51a-P | S1a-P | 51a-P 51a-P
4 | _>!
|zsue Benefits Femave Eenefitsl Benefit List | OldFSS |
Figure 8: Checked FB boxes
1. To limit the number of months to issue, clicking on the box will
uncheck the box in the “FB” field.
—aAppointment /Food Benefit Schedule
E Feb-2014 Mar-2i014 Apr-2014 May-2014 Jun-2014
ID Mame T ARPE FdPkg FB Appk FdPkg FB Appk FdPkg FB Appk FdPkg FB Appt Fd Pkg
01 pichele L-C L-C L-C L-C L-C
I_ M I FE I PB I FE I PE PE
lﬁ parry | S18-P | S1a-P | | S1a8-P ' | SI4-P S18-P

are not available.

« R =Medical Documentation required
« E = Eligibility Pending

« BI = Benefits have been issued

Figure 9: Unchecked FB boxes

« M = Mismatched category or designation between mom and baby

Codes in the “FB” field will give the reason checked FB boxes

- Appointment /Food Benefit Schedule
E Feb-201+4 Mar-2014 Apr-2014 May-2014 Jun-2014
ID Mame T Appt FdPkg FB Appt FdFkg FE Appt FdFPkg FE Appt FdPkg FE Appk Fd Plkg
01 Michellz L-C L-C E L-C E L-C E L-C
l_ 'Vl I FE I PE I PE I FE I PE
[0z [Barry I S15-P | E15-P E SI5-P E | 18P E | EIA-P

Figure 10: Codes in the “FB” field
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Set Issue Months

3. Select a participant and then click the “Set Issue Months”
button.

CP4215 - Set Issue Months

Maonths Allowed: X

pury

El
R emove | k. I Cancel I

Reason:

[EX]

Figure 11: “Set Issue Months” pop-up
JA NOTE: Setting the issue months will limit the months of food benefits
available to issue for that participant anytime the participant is accessed on the
“Family Summary Screen”. The issue months reason must be removed to
return to the default of 3 months of food benefits available to issue.
4. Select the number of “Months Allowed” from the drop down.
5. Select the “Reason” from the drop down.
6. Click “OK.”

Removing Issue Months

7. After selecting a participant and opening the “Set Issue
Months” pop-up, click the “Remove” button.

Coordinating Family Appointments

There are several ways appointments and issuing food benefits can be
coordinated.

Changing Certification End Dates

Participants in certain categories may have their cert end dates modified so that
recert appointments coincide with other appointments.

1. Select the participant whose certification dates you wish to
change.
2. Fast Path from the “Family Summary Screen” to “Enroliment”.

3. Change the “Cert End Date” field.
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3.1 Open the “Food Package Assignment” screen to save the changes
to the food package for a shortened certification or to add a food
package assignment month for a lengthened certification.

4, Return to the Family Summary Screen.

Food Benefit Issuance

Participants in the same family may have different number of months worth of
food benefits available to issue. Uncheck the FB check boxes for months after the
next scheduled appointment as needed to ensure the participant attends their next
scheduled appointment.

Coordinating Appointment Requests

Appointment requests for 2" Nutrition Education appointments or mid-cert health
assessments may be modified to occur in the same months for all family

members.
1. Select the participant whose appointment requests are to be
modified.

2. Click the “Modify Request” button.
3. Make the necessary changes to the request.

4. Click “OK.”

Benefit Issuance Functions

|zzue Benefits Femowve Benefits B enefit List

Figure 12: Food Benefit Issuance Buttons

1. Click the “Issue Benefits” button to issue food benefits with
boxes checked.

J NOTE: Food benefits are sent directly to the eWIC banking contractor when
this button is clicked. This process may take a few seconds. During the wait, you
will see a message near the buttons that reads “Issuing benefits. Please wait.”
Once food benefits are issued, the check box is replaced with “BI”.
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2. Click the “Benefits List” button to go to the “Benefits List”.

JNOTE: Go to Chapter 3, Lesson 1101, Benefits List for more information on
the Benefits List.

Remove Benefits Function

This function would be used to remove the participant’s issued food benefits from
the family’s eWIC account. Removing the benefits does not affect food package
assignment. You do not need to remove issued benefits in order to change the
food package assignment. Once removed, the FB check box will return and the
food benefits can be re-issued at any time.

1. Click the “Remove Benefits” button to open the “Remove
Benefits” pop-up.

BI150 - Remove Benefits

Remove Benefits

_For family: 2091879 ]

Feb-2014 Mar-2014 Apr-2014

ID Mame FE  Remove? FE  Remover FE  Remove?

IH ﬁichelle B [ BL [ EI [ |
IE Farry B B[ ETRN |

Void Reason I | Select Al |

Figure 13: “Remove Benefits” pop-up
2. Review the fields on the “Remove Benefits” pop-up.

2.1 “For Family” field indicates the family ID number / eWIC
account number for the family.

2.2 “ID” field shows the participant ID for each family member.
23 “Name” field shows the first name for each family member.

2.4  “Month-Year” indicator shows the month and year the food
benefits directly below it were issued.

Ch3,1100.12



Oregon WIC TWIST Training Manual August 3, 2015

2.5 “Remove?” field shows a check box for each month of issued
food benefits that are eligible to be removed.

J NOTE: Issued food benefits cannot be removed if any portion has been spent.
You will not be able to remove benefits for family members receiving a common
category of food if any of that common category of food has been spent.

JI NOTE: If benefits are not available to be removed there will be no FB code
and the check box will be grayed out.

Figure 14: “Remove Benefits” pop-up with grayed out check boxes

3. Select the check box for the months of food benefits that you
want to remove.

3.1 Clicking the “Select All” button will check all available food
benefit check boxes for removal.

4. Select the reason you are removing the benefits from the
“Void Reason” drop down.

5. Click “Save” to remove the selected food benefits or click
“Cancel” to close the pop-up without removing any food
benefits.

X Tips and Shortcuts:

© See Job Aid “Family Summary Screen Codes” for more information.
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« There are Fast Paths to the FSS from many different participant screens. Fast
Paths from the FSS are:
« Certification, Infant/Child
« Certification, Temp Newborn
« Certification, Woman
« Client Master Demographics
« Complaints
« Daily Clinic Schedule
« Enrollment
« Family Appointments
« View Client Status

« If aparticipant has both requests and appointments for one month, the system
will display the first non-GE appointment for the month.

« There is no “Save” functionality on the FSS except for actions taken using one

of the buttons. Removing a check in the “FB” field will not be saved when
you leave the screen.

& Notes

This page intentionally left blank.

Ch3,1100.14



Oregon WIC TWIST Training Manual August 24, 2015

Chapter 3: Client Processes
Section 11: Family Summary Screen
Lesson: Benefits List

Objectives:

Upon completion of this lesson the user will be able to:
. print a current Benefits List; and
. describe what benefits are shown on the list.

Oregon Policies:
. 769  WIC Food Packages, Appendix C

Other Resources:

Staff Training: Food Package Module

Overview:

After a participant is issued a food package, the Benefits List can be used to show the participant
which foods are available to purchase. Benefits for all family members are grouped together.

The Benefits List shows up to three months of benefits. This is the best way for the family to see
future month benefits.
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Instruction:

Understanding the Benefits List

WIC Benefits List
Benefits Available as of 07/07/2015 14:25
WIC Family ID: 753146
|First Cardholder: No Cardholder Second Cardholder:

Benefits for: 7/7/2015  through 7/31/2015
Family Member/s: Bates, Sophie A - WP
Bates, Brittany A - C1

Quantity Unit Food Item Description
2 LB Cheese

1 DOZ Eags - large

72 oz Cereal - hot / cold
2 CTR Peanut butter / dry beans [ peas [ lentils
1 CTR Dry beans, peas or lentils
43 oz 100%: Whole wheat bread,corn tortillas/brown rice
18 139 Fruit and vegetables - fresh / frozen
36 BTL PediaSure
3.25 GAL Whole milk

3.5 GAL Lowfat or fat free milk
3 CTR 11.5 to 12 ounce frozen juice
2 CTR 640z bottle | 160z frozen juice

Figure 1: Benefits List

WIC Benefits List: All family members’ benefits will be joined together on this list.

Benefits Available as of (date and time): Shows the date and time the list was printed and the
benefits available to the family at that time. Remember that these benefit amounts will change as
the family makes purchases.

WIC Family ID: The WIC Family ID number. The zeros in the beginning of the number do not
display.

First Cardholder: The primary person authorized to use the benefits.
Second Cardholder: The secondary person authorized to use the benefits.

Benefits for: Date range for the following group of benefits. Benefits are arranged by month,
with the most recent month first.

Family Member/s: Family members (and their category) who were issued benefits for this
month.
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Quantity/Unit/Food Item Description: The quantity of food/formula remaining available to
purchase.

Your next appointment....: Your clinic can use this to write in the family’s next appointment
time.

© See Job Aid “Helping Families Use the Benefits List.”

Printing a Benefits List

There are two ways to print a Benefits List.
» During certification, it is easiest to print a Benefits List from the “Family Summary”
screen after issuing benefits.
» At other times, a Benefits List can be printed as an “output.”

The starting point for this lesson is:

Client Processes = Certification = Woman or Infant/Child = Family Summary Screen

1. Click on the “Open” icon and retrieve the woman or child for whom you
want to print a Benefits List.

2. Click the “Benefits List” button on the bottom of the “Family Summary”
screen.
» The “Family Benefits List” pop-up will open.

To change to Spanish, select the radio button.
To print the Benefits List, click the “Print” button.
Click “Close” to close the pop-up.

Other Ways to See Current Benefits Available

There are five other ways a family can see their current benefits available to make purchases.

Bottom of grocery store receipt
Balance inquiry at the store
Phone

Website

WICShopper smartphone app
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See the Introduction to WIC module and shopper education materials for more information.
X Tips and Shortcuts:

Remember the Benefits List is updated automatically by TWIST as benefits are issued and spent.
The printed Benefits List is only a picture of the benefits available at that specific date and time.

& Notes:
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Chapter 3: Client Processes
Section 11: Family Cardholder

Lesson: Family Cardholder Screen
Objectives:

Upon completion of this lesson the user will be able to:
. issue an eWIC card to a family;

. add a second cardholder to a family;

. replace an eWIC card; and

. change cardholder information.

Oregon Policies:

¢ 510  eWIC Cardholder Requirements

Overview:

The eWIC card is an electronic benefits card. Foods that the participant may buy
are added to an electronic account and the eWIC card is used in the grocery store
to debit those foods from their account. Every family is issued at least one eWIC
card and has one designated cardholder. Families have the option of a having a
second card and cardholder.

The Family Cardholder screen is one of several “Family” screens in TWIST. All
family members will show on this screen. This screen is used to assign eWIC
cards to the family. Once the family has an eWIC card, you can use the eWIC
card and the card reader to quickly fast path to any participant screen needed. It is

also used to deactivate or replace cards and change cardholders. You can view
the history of the family’s eWIC cards from this screen.

Instruction:
Accessing the Family Cardholder Screen
The Family Cardholder screen can be accessed in several different ways.

e Fast Path to the screen from Certification, Enrollment or Appointment
Scheduler screens.

e Go directly from Client Processes = Lookup = Family Cardholder
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The Family Cardholder screen has four sections:
e First Cardholder: To enter information about the first cardholder.
e Second Cardholder: To enter information about the second cardholder.
e Fastpath Family Members: To select a family member before using fast
path.
e Cardholder & Card Action buttons: To replace cards or cardholders.

- Selection |

Search for eWIC Card ﬂ:| Fietrieye | Family HNumber:| 1122360
| First Cardholder [Required) |
Last Mame: |Cardholder Address Linel: | HH
First Name: Mom MI: |_ Address Line2:
Date of Birth: |08/08,/1988 City: MILWAUKIE
Relationship: | State: IDR vl Zip Code: I 97222 Fip++ I
eWIC Card #: [5102873000027632 Card Status: [ACTIVE |

Replace First Cardholder I— First Card Actions I—

- Second Cardholder |

Add Second Cardholder [~

r[Fastpath Family Members [————————
[ Name | wicn |select]|
| [[resting, Chid pitzazs0-01 [

Cardhalder/Card History

Figure 1: Family Cardholder Screen

Assigning an eWIC Card to the First Cardholder

The starting point for this lesson is:
Client Processes = Lookup = Family Cardholder Screen

1. Search for the family for whom you want to assign a card.
« The family’s WIC ID will display in the top right corner and the
First Cardholder fields will be activated.
« The family’s address will be displayed from the Client Master.
The family must have a valid address type (not homeless or
unknown) to be assigned an eWIC card.
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First Cardholder [Required] |

Last Mame: [Cardholder Address Linel: fHH

First Name: JMom ML: I_ Address Line2:
Date of Birth: [05/08/1983 City: MILWALKIE
Relationship: | State: [OR ¥| ZipCode: [97222 Zip+4:|
eWIC Card #: [5102879000027632 Card Status: [ACTIVE ]

Replace First Cardholder |— First Card Actions

Figure 2: First Cardholder Fields

2, Identify who in the family will be the primary cardholder. Enter
this person’s information into the First Cardholder section.
o The family is required to have a primary cardholder. Second
cardholders are optional. The first cardholder can choose to assign
a second cardholder.
« The cardholder information is used for card and account security.
« The relationship field can be used to enter how the cardholder is
connected to the participant.

3. To enter the eWIC Card #:
« Slide a new eWIC card through the card reader, or
« Type the eWIC card number in the field.

4. Save.
« The card is now assigned to the first cardholder.
« The card status shows as active.

Using the eWIC Card to Search for a WIC Family

Once a family is assigned an eWIC card, it can be used to search for the family in
TWIST.

The starting point for this lesson is:
Client Processes = Lookup = Family Cardholder Screen

1. To retrieve a family using the Family Cardholder screen:
. Swipe the eWIC card through the card reader, or
. Enter the eWIC card number in the card number retrieve
field.

« Ifthe card number is valid for a family in your agency, it will
display the family information.

« If'the card number is not valid or the family is not from your
agency, you will get a pop telling you the status of that card and
participant.
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2. To go to another screen, select the participant from the Family
Members section.

—Fastpath Family Members |

Mame WIC ID Select

esting, Child FllZZSEU—Ul [

Figure 3: Family Members Section

3. Use the Fast Path icon to fast path to another screen.

Add a Second Cardholder

1. After the First Cardholder is assigned, click the Add Second
Cardholder button.
o The Second Cardholder fields will be activated.

Second Cardholder |

Add Second Cardholder

Figure 4: Add Second Cardholder Button

2. ldentify who will be the second cardholder. Enter this
person’s information into the Second Cardholder section.

. Ifthe second cardholder’s address is the same as the First
Cardholder’s address, use the “Copy First Cardholder Address”
button.

« This information is used for card and account security.

3. To enter the eWIC Card #:
« Slide a new eWIC card through the card reader, or
« Type the eWIC card number in the field.
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4. Save.
o The card is now assigned to the second cardholder.

o The card status shows as active.

Changing or Removing Cardholders

There are times when a cardholder needs to be removed or replaced. There are
several buttons to help with these actions.

2 NOTE: You do not need to use the cardholder buttons if a current
cardholder has a name change. The change can be made in the cardholder

name fields.

FNOTE: You will not be able to give a previously issued card to a new

cardholder.
- Selection |
Search for eWIC Card ﬂ:| Fetrieye | Family Mumber:| 1122360
—| First Cardholder [Required) I
Last Name: [Cardholder Address Line1: | HH
First Mame: [Mom MI: |_ Address Line2:
Date of Birth: |03/08/1988 City: MILVWAUKIE
Relationship: State: |OR vl Zip Code: |9?222 Ep-H:l
eWIC Card #: [5102379000027632 Card Status: [ACTIVE |

Replace First Cardhalder |— First Card Actions I—

- Second Cardholder | \
Last Mame: [Cardholder Address Linel: § HH

First Mame: [Dad MI: |_ Address Line2:
Date of Birth: [04/04/1550 Gity: MILWAUKIE

Relationship: I State: IOR vl Zip Code:IQ?ZZZ Ep-H:l
eWIC Card #: [5102879000027640 Card Status: [ACTIVE |

Copy First Cardholder Address |— Change to Firzt Cardholder |— Remove Second Ealdholderl— Second Card Actions I—

—[Fastpath Family Members f————" ’

Narme | wico |select]
| |[restin, Child piizazen-01 [

Cardholder/Card History

Figure 5: Buttons Used to Change Cardholders

“Replace First Cardholder” Button

« Removes the First Cardholder and makes their eWIC card inactive.
« Allows you to issue a new eWIC card to the new First Cardholder.
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1. Click the “Replace First Cardholder” button.

2. Enter the new First Cardholder information and new eWIC card
number.
3. Save.

“Change to First Cardholder” Button
« Removes the First Cardholder and makes their eWIC card inactive.

« Allows you move the Second Cardholder and their card into the First
Cardholder position.

Click the “Change to First Cardholder” button.
Click “OK” in the pop-up.
Save.
o The Second Cardholder will continue to use their current card.
o When changed, the cardholder assumes the family address from
client master. This may need to be updated for the family.

adi M

FNOTE: To add a new second cardholder use the “Add Second Cardholder”
button.

“Remove Second Cardholder” Button
o Removes the Second Cardholder and makes their eWIC card inactive.
« Allows you to issue an eWIC card to a new Second Cardholder.

Click the “Remove Second Cardholder” button.
Click “OK” in the pop-up.
Save.

Lol

Replacing eWIC Cards

There are times when the eWIC card needs to be replaced — for example when the
card is lost, stolen or damaged. There are two buttons to help with these actions.
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- Selection |
Search for eWIC Card ﬂ:| Fetieve | Familp Humber:[ 1122360
| First Cardholder [Required) |
Last Mame: [Cardholder Address Linel: fHH
First Mame: [Mom MI: |_ Address Line2:
Date of Birth: [0508/1585 City: MILWAUKIE
Relationship: I State: IOR vl Zip Code: |9?222 Ep-H:l
eWIC Card #: [5102879000027632 Card Status: [ACTIVE |

Feplace First Cardholder |— Firzt Card Actions I—

- Second Cardholder |
Last Name: [Cardholder Address Line1: | HH
ad MI: |_ Address Line2:

First Mame:
Date of Birth: [04/04/1990 City: JMILWAUKIE
Relationship: State: |OR vl Zip Code: IQ?ZZZ E|:H4:|
eWIC Card #: [5102879000027540 Card Status: [ACTIVE |

Copy First Cardholder Address |— Chanie ta First Cardhalder |— Remaove Secand Eardholderl— Second Card Actions I—

~[Fastpath Family Members —
Name | wic |select|
esting, Child |ZJ1122360—01 I

Cardholder/Card History

Figure 4: Buttons Used to Replace eWIC Cards
“First Card Actions” Button

Use this button to “Deactivate Card” or to “Deactivate and Replace Card” for the
First Cardholder.

1. Click the “First Card Actions” button.

2. Enter the reason for Deactivation.

3. If replacing card, enter the new eWIC card number.
e If found later, the deactivated card cannot be used.

“Second Card Actions’” Button

Use this button to “Deactivate Card” or to “Deactivate and Replace Card” for the
Second Cardholder.

1. Click the “Second Card Actions” button.

2. Enter the reason for Deactivation.

3. If replacing card, enter the new eWIC card number.
e |f found later, the deactivated card cannot be used.
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Updating Cardholder Addresses

To update the first cardholder address, fast path to the Client Master
Demographics and make the necessary changes. This updates the first
cardholder’s address, but does not update the second cardholder address, even if it

had been the first cardholder address originally.

To update the second cardholder address, you can either click the “Copy First
Cardholder Address” button, or type in the new address.

Other Cardholder Buttons

“Cardholder/Card History” Button

This button opens the Cardholder History pop-up which shows the history of
cardholders and eWIC card status from the last 6 months.

-ICardIlolder History I
Family Number: | 1122360

Cardholder History for Last 6 Months

First Cardholders
Cardholder Name | cardholder Status| Card Number  |Card Status |pate |user1p |
[cardhalder, Mom Jactive [F102873000027532 [ACTIVE [p8/10/2015 |elanham

Second Cardholders

Cardholder Name Cardholder Status | Card Number Card Status Date User ID I
ardholder, Grandma ctive 102379000027557 JACTIVE 3/10/2015 [flanham
ardholder, Dad nactive 102879000027540 CANCEL - RESTRICT ACCESS 3/10/2015 [flanham

Cloze |

Figure 5: Cardholder History

Cardholder Status:
o Active: This is an authorized cardholder. The cardholder can be active

even if their card is inactive.
o Inactive: This cardholder is not authorized to use the eWIC card.
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Card Status:
« Active: This is an active eWIC card.
« Inactive: This card cannot be used.
« Cancel — Restrict Access: An inactive card because the cardholder is no
longer authorized to use the card.

Notes:
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Chapter 4: Appointment Scheduler
Section 1: Scheduler Basics
Lesson: Special User — Introduction to Appointment

Scheduler

Objectives:

Upon completion of this lesson the user will be able to:

o identify and explain various appointment scheduler terminology and
codes;

o choose appropriate appointment codes for a given local agency situation;

o assign time durations to all appointment types, and

o define agency time preferences for AM, PM and Eve appointments

Oregon Policies:
¢ 606  TWIST Minimum Scheduler Usage
Overview:

Efficient appointment scheduling is the backbone of a well-run WIC clinic. The
appointment scheduler is flexible, efficient and user friendly. The scheduler
provides for all of the scheduling needs of any WIC clinic, including individual
and group scheduling, re-scheduling, documentation of appointment attendance,
automatic scheduling, appointment notification, and a wait list.

The focus of this lesson will be appointment types and appointment type durations
(how long a specific appointment will be).

Instruction:

Understanding Basic Appointment Types

There are seven basic two character appointment types:

J New appointments start with an “N” and include the category in the
type. For example, “NC” means “new child” appointment.

o Recertification appointments start with an “R” and include the
category in the type. For example, “RI” means “recertify infant”
appointment.

o Follow-up appointments start with an “F.” There are 3 follow up

appointments, type 1, 2, and 3. The meaning of these appointments is
defined by each local agency.
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o Mid-certification health assessment appointments start with an
“M” and include mid-cert appointments for infants, breastfeeding women
and children with year certifications.

. Group appointments start with a “G.” There are 2 group appointment
types “group screen” (GS) and “group education” (GE).
. Individual education appointments start with “.” “IE” means

“individual education.” The “IE” appointment type replaces the old use of
a “follow-up” appointment to provide nutrition education to individuals
rather than groups.

o Food instrument pick-up appointments start with “P” for pick-up.

© See Job Aid “Appointment Types” for more
information.

The starting point for this section is:
Appointment Scheduler = Tables

The duration defines the length of time your agency will set aside for each
appointment type. All appointment types, except generic appointment types, must
have a duration assigned to them. The appointment type duration table is set up
and maintained by each local agency, since the duration for each appointment
type is not consistent statewide.
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1. Select “Appointment Type Duration.”

‘—':-‘ Appointment Scheduler - [AS0205 - Appointment Type Durations]
File Edit “Window Help

B+ - B0 | s 2B 2|
—Felection I
Agency: Harney CHD
—purations I
Code Appaintrent Type Duration(in. ) IL
2t MY APPOINTMENT
» [ FOLLOW-UP THPE L 5]
Fz FOLLOW-LUP TYPE 2 10
Fi FOLLOW-LIP TYPE 3 10
1aE faROUP EDLICATION &0
135 faROUP SCREEN 60
[IE [NDIVIDUAL EDUCATION 30
I [ 30
C E'y CHILD CERTIFICATION 30
I E' INFAMT CERTIFICATION 30
i 'y POST PARTUM WOMAN CERTIFICATION 30
P E'y' PREGMAMNT WiOMAN CERTIFICATION 30
FU PICK-UP FOOD INSTRUMENTS 10
FR FECERT AMY 30 _I
— -
| | August 26, 2002 03:26:13 PM | State User 03 | Harney CHD .
Ready

1:?Eg‘:ﬂllélﬁ“2:5':5:.1;1“50:0% ﬁSelect Modules | aE:\WINNT\meiI...l REoreI W’ordPerfe...l |U N%@ﬁ 326 PM
Figure 1: “Appointment Type Duration” Table

B8 Appointment .

2. Enter the duration for each appointment type in minutes using
numerals only.

3. Exit.

J NOTE: There will be three appointment types for which you will not be able
to enter a duration: AA, RR and NN. These are generic appointment types and
will be explained in the next section.

Understanding Generic Appointment Types

The starting point for this section is:
Appointment Scheduler => Tables = Generic Appointment Types

When setting up templates to create daily clinic schedules it is necessary to
indicate which appointment type can be scheduled in each time slot. Using only
specific appointment types (anything except AA, NN, RR) in a time slot would
mean that in order for a client’s appointment to be able to be scheduled into that
slot it would have to be an exact match to the one the client needs.
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In order for the system to be flexible there are “generic” appointment types. These
are indicated by the “is generic” check box located in the appointment types
base table. Generic appointment types remove the category requirement from the
regular appointment types for recertification and new to create two generic types
RR (any recert) and NN (any new) that will work for any category. The third
generic type, AA (any appointment) removes the type and category requirement
to create a generic slot that will work for any new or recert appointment for any
category.

2 NOTE: Generic appointment types are used for creating time slots for schedule
templates only and are never seen in a client’s appointment record.

Each local agency will determine which regular appointment types can be slotted
into times containing generic appointment types. For example,

o RR (any recert) could mean any combination or all of the recertification
appointment types regardless of category.

o NN (any new) could mean any combination or all of the new appointment
types regardless of category.

o AA (any appointment) could mean any combination or all of both

recertification and new appointment types regardless of type or category.
See the scheduling examples below.

Example A limits what category of new or recertification appointment can be
scheduled any a given time. This means when the system looks for an
appointment for a client it will ignore any open appointments that do not
exactly match the client’s appointment type and category.

Example A
8:00 NW
8:30 RI
9:00 NC
9:30 RW
10:00 NI

Example B limits only when new appointments and recertification
appointments can be scheduled and does not care about category. When the
system looks for an appointment for a client it will ignore any open
appointments that do not match the type of appointment the client needs (recert
or new), but will disregard the category.
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Example B
8:00 NN
8:30 RR
9:00 NN
9:30 RR
10:00 NN

Example C does not limit by type or category. When the system looks for an
appointment for a client it will find all of these appointments to be available for
any new or recertification appointment regardless of category.

Example C
8:00 AA
8:30 AA
9:00 AA
9:30 AA
10:00 AA

J NOTE: It is up to each individual agency to determine which (if any) generic
appointment types will be used and what regular appointment types will be
included in each generic type. Once set, generic appointment types apply to the
whole agency and cannot be customized for each clinic within that agency

You will now be associating regular appointment types with generic types.

o All regular appointment types you associate with a particular generic type
must have the same duration. For example, if you want to associate RC
and RI with generic type RR, both RC and RI must have the same
duration.

o Before beginning this exercise check the appointment type duration table
to ensure that appropriate times are entered.
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‘—':-‘ Appointment Scheduler - [AS0605 - Generic Appointment Types]
File Edit “Window Help

[+ - wd|[e0F t @S5 2
.ISeIecI:ion !
Agency: Harney CHD Generic Appoinkment Type: '\IEW AN
]Appointment Types [~
hy
Code Appointment Type Duration (Min)I Select I

} Fi FOLLOW-LP TYPE 1 15 |_
Fz FOLLOW-LP TYPE 2 10 |_

F3 FOLLOW-UP TYPE 3 10 |_

1aE fGROUP EDUCATION &0 I-

125 faROUP SCREEM &0 |_

{IE [MDIYIDUAL EDUCATION 30

C E' CHILD CERTIFICATION 30 |7

I EW INFANT CERTIFICATION U v

i E' POST PARTUM \WOMAN CERTIFICATION 30 |7

P E' PREGMANT WOMAN CERTIFICATION U v

FU PICK-UP FOOD INSTRUMENTS 10 |_

F.C FECERT CHILD 30 I_

FI FECERT INFANT 30 |_

i FECERT POSTPARTUM \WOMAN 30 l_

FP FECERT PREGMAMT WOMAN 30 |_

| August 26, 2002 03:27:24 PM | State User 03 | Harney CHD .

| Ready

1”?E!?‘;'zlsﬁ“fé':ﬁh"’é‘iﬂé‘u‘:ué @Select Modules | aC:\WINNT\F‘mﬁI...l Rﬁorel WordF‘erfe...l |U N%@ﬁ 227 PM
Figure 2: “Generic Appointment Type” Table

2 Appointment .

1. In the selection area, click the drop down list on “Generic
Appointment Type.”

2. Select “AA (any appointment).”

3. In the appointment types area, click the select box beside each
appointment type you want to include in the AA type.

4. Save.

Set Time Preferences

The starting point for this section is:
Appointment Scheduler = Tables

The Time Preferences Table is used to specify how your agency chooses to define
the “AM”, “PM” and “EVE”. For example, one agency might call any
appointment after 4:00 p.m. and “evening” appointment, while another agency
might prefer to start “evening” appointments at 5:00 p.m. The Appointment
Scheduler uses this table when it matches appointment requests with time
preferences indicated.
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J NOTE: Time preferences can only be set for the whole agency, not for each

individual clinic.

1. Select “Time Preferences” from the drop-down list of tables.

2.

3. Click “OK” and exit.

‘—':-‘ Appointment Scheduler

Enter the start time and end time for each time preference.

File Scheduling ‘wait List Tables Output “indow  Help

LA
AS51005 - Time Preferences
_l Selection I—
Agency: ISaIud Medical Center
_I Preferences I—
AM From:ES:DD AM AM To: |12:DD P
PM From: |12:DEI PM PM To: FS:DD P
Ewe. From: FS:DD PM Eve. To: ﬁ?:DD P
Ok I Cancel |
|Ready | December 13, 2002 120256 PM | Susan Greathouse | Salud Medical Certer

= ] Slalll“ 2 Groupwize - M... | Microsoft “whord | KWordPerfect g |

E2 Select Modu. .

Figure 3: “Time Preferences” Table

& Notes:

B2 &ppointment Se..

| R N Mo 120250
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Chapter 4: Appointment Scheduler
Section 2: Staff Schedules
Lesson: Special User — Template Maintenance

Objectives:

Upon completion of this lesson the user will be able to:
o create and maintain Appointment Scheduler templates.

Overview:

A well-designed appointment schedule is essential to all WIC clinics. In this
lesson you will learn the first steps to creating a schedule — creating, modifying
and copying templates.

Templates consist of time intervals, appointment types and other scheduling
features. These templates will be used as patterns for “typical” days to create the
clinic’s appointment pages. Once a template is created you will be able to apply it
to staff, specific days and clinic locations to build an appointment calendar for
one day, a month or for an entire year. Templates may be used over and over
again or they can be modified to meet the changing needs of the clinic.

Now let’s look at setting up your templates to develop a “pattern” for your
templates.

Instruction:

Creating A New Template

The starting point for this section is:
Appointment Scheduler = Scheduling = Template Maintenance
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?-.;?.Appoinlmenl Scheduler - [A51305 - Template Maintenance]

File  Edit Help
B |4 = H <o®| & BE@E ?
|5election |
T late ID: - Template Name:| |
[Template Schedul |
Start Time End Time | Family Appointment Type Manual Mon Client Activity
Schedule Only
p [poooam poioo am [ I [=][Ma =l [~
- 49

Mew Template | | |

| August 26, 2002 01:25:15 PM | State User 03 | Harrey CHO
Fieady

fgg-sj-l'SPHH\2=g--_~§uTé-12|D§§1qe|ectModu...| SCAWINNTS. |[EBAppointm . CCNWINNTL.. | B¥ CorelwordP..| [ NZA@R88n 1:25PM

Figure 1: “Template Maintenance” Screen

1. Click the “New Template” button.

The “Template ID” field will be grayed out and the cursor is now in the
“Template Name” field.

2. Enter the name of the template in the “Template Name” field.
The template name should reflect how the template will be used.

Example: A template used for all staff in clinic 0305 might be called ‘Clinic 305
template.’ The system will assign an ID number to the template once you have
saved your work.

3. Tab to the “Start Time” field and enter the time the first activity
will begin.

o To change the AM to PM, hold down the shift key and enter a “P.”

o This field connects to the “Clinic Hours” in the “Agency/Clinic
Information” screen in “Operations/Management.” If you
need to change the start or end times, you must first do this in the
“Clinic Hours” tab.
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4. Tab to the “End Time” field.

TWIST will calculate the “End Time” using the predetermined
duration of the appointment type selected.

If information is entered in this field prior to selecting an
appointment type, TWIST will override it with the predetermined
end time for the appointment type selected.

The “End Time” may be modified after user selects appointment
type.

If user changes the appointment type, a new end time will be
calculated using the predetermined duration for the appointment
type selected.

If non-client activities are selected, an end time must be entered.

5. Tab to the “Appointment Type” field and select the
appointment type from the drop down list.

Leave blank if this time slot is a “Non Client Activity.”

J NOTE: Either appointment type or non-client activity must be selected.

6. Tab to the “Manual Schedule” field.

6.1

6.2

The system defaults to “No.” If this appointment is available
for the automatic scheduler, leave “No” as the value.

Setting this field to “Yes” reserves the appointment to save the
slot for new or rescheduled appointments.

7. Tab to the “Non Client Activity” and select the activity from the
drop down list.

If this time slot is a client activity, leave blank.

Selecting a “Non Client Activity” will delete and grey out the
“Appointment Type” and “Manual Schedule” ficld.

Either an “Appointment Type” or “Non Client Activity” can
be selected, not both.

/. NOTE: An inserting non-client activity prevents those times from being
scheduled for any other activity or appointments.

8. Tab to create additional rows.

Follow steps three through eight to create additional appointments.
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o Only one appointment type or activity can be selected for a time
interval.

o If your time intervals overlap an error message stating “7ime
cannot overlap” will be displayed when you attempt to save your
work.

9. Save.

TWIST will display the ID number in the “Template ID” field.

J NOTE: Clicking the “New Template” button will clear the screen and allow
you to begin a new template.

Modifying a Template

The starting point for this section is:
Appointment Scheduler = Scheduling = Template Maintenance

1. Select the template to be modified from the “Template ID” drop
down list.

‘—':-‘ Appointment Scheduler - [A51305 - Template Maintenance]
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Figure 2: “Template Maintenance” Screen

E2 Appointm. ..

The template information is displayed on the screen.
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2. Select the field you wish to modify and make your changes.

Any field in this screen may be modified except for the “Template ID”
number.

3. Save.
Your template has now been modified.
Copying a Template

This is a time saver for you. If you have more than one template that has the same
basic pattern, you can copy the first one, rename it and simply make
modifications to create a brand new template.

The starting point for this section is:
Appointment Scheduler => Scheduling = Template Maintenance

1. Select the template to copy from the “Template ID” drop down

list.

o The template information is displayed.

o The number to the right of the “Template Name” indicates if this
template is an original or a copy.

o Any template followed by a zero is an original template.

o If the template is followed by a number greater than zero, it is a
copy of the template it is listed beneath.

o You may only copy an original template.

2. Click on the “Copy Template” button.

The “Copy Template” pop-up is displayed.
3. Enter the name for the new template.
4. Click “OK.”

The pop-up is closed and the “New Template ID” is displayed on the
screen.

5. Modify the template fields you wish to change.
6. Save.

Your copied template has been created.
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Removing a Template

The starting point for this section is:

3.

Appointment Scheduler = Scheduling = Template Maintenance

Select the template to remove from the “Template ID” drop
down list.

The template information will be displayed on the screen.
Click the “Remove Template” button to remove this template.

A message stating “Are you sure you wish to remove template?” will be
displayed.

Click “Yes” or “No.”

& NOTE: You cannot remove an original template without first removing all the
copies of it.

X Tips and Shortcuts:

The “Refresh” icon will clear the screen and allow the user to create a new
template or select from the drop down list.

If you use the Automatic Scheduler function, be sure to code some of your
template appointments as “manual — yes”. This “saves” appointment slots
to be used for reschedules and clean up after running the Auto Scheduler.

& Notes:
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Chapter 4: Appointment Scheduler
Section 2: Staff Schedules
Lesson: Special User — Template Scheduling Options

Objectives:

Upon completion of this lesson the user will be able to:
o set up a Daily Clinic Schedule.

Overview:

Now that you have learned how to create and modify templates, the second step to
building a clinic schedule is to assign the template to staff members and specific
days, weeks or months. The only difference in these three options is in how the
time period to be scheduled is entered.

To schedule days you will enter only from and to dates. To schedule weeks you
will enter a “from” date, the number of weeks to schedule and the days of the
week to schedule. To schedule months you will enter the start month, the number
of months to schedule and the days of the week to schedule.

In this lesson you will learn how to assign the template to any clinic, to one day or
an entire year and to one or multiple staff members. In short, you will learn how
to use templates to create a Daily Clinic Schedule.

Instruction:

Creating a Schedule

The starting point for this lesson is:
Appointment Scheduler = Scheduling = Template Maintenance

1. Select the “Template ID” to be assigned to a staff member(s).
This can be an actual staff member or a pseudo (generic) staff member.
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Figure 1: “Template Maintenance” Screen

2. Click on the “Schedule Options” button.

Appointment Scheduler - [A51305 - Template Maintenance]
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Figure 2: “Schedule Options” Pop-Up
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3. In the “Schedule For” section of the screen, select the clinic
from the drop down list.

. The “Template Name” is displayed.
. The “Staff Assignment” button is enabled.

4, Click on the “Staff Assignment” button.
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Figure 3: “Staff Assignment” Pop-Up

Appninlm,,,

All the staff members assigned to this clinic are displayed in the “Staff
Assignment” pop-up window.

5. Check the “Select” box next to the name of the staff
member(s) you want to assign the template.

One or more staff members may be selected.
6. Click “OK” to close the pop-up.

7. In the “Options” section of the screen, select only one of the
three time period selections:

7.1 “Days” — Choose this option to schedule for specific days.
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Figure 4: “Days” Selection
113 2 113 ED)
J Enter “From Date” and “To Date” dates.
°

scheduling only one day.

7.2

The end date may be the same as the start date when

“Weeks” — Choose this option to schedule for specific weeks.
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Figure 5: “Weeks” Selection
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. Enter “From Date,” “No. of Weeks” and “Days of the
Week to Schedule.”

7.3 “Months” — Choose this option to schedule for specific
months.
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Figure 6: “Months” Selection

Enter “start month,” the “number of months” and the “days
of the week to schedule for.”

8. Click the “Display Schedule” button.
All days selected will display under the “Schedule Dates.”
8.1 The “Date” field will display the day of the month.
8.2 The “DOW?” field will display the day of the week.

8.3 The “Conflicts” field will display codes when conflicts
between clinic and template information exist.

o An “A” indicates that appointment slots already exist and
the template overlaps these slots.

o A “D” indicates the clinic is closed on this day.

o An “H” indicates the hours in the template do not match
the hours of operation for the clinic.
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An “O” indicates that the staff person is already scheduled
in other clinic that same day.

An “S” indicates staff person has appointments booked
at this clinic or another clinic on this date. It does not
indicate which staff when multiple staff were assigned.
Multiple conflicts can exist.

r__]:;‘ Appointment Scheduler - [A51305 - Template Maintenance]

File Edit “window Help

|B |+ - |=H|0&F & B@|2 2

| Selection ]
Template ID: AS5150 - Schedule Options —
A‘Schedule For !
Clinie: [Metinrrville | Template: FAMILY TIME PARAMETERS Staff Assignment
«I Template Sch
]
Start Time !
= Days “Weeks | Munlhsl
B fipe: 00 am From Date: [12]13(2002 iachedule Dates — =
| I109: 00 A No. of wesks: [ £ Date Dow Conflicts  Skip? | | =
19:20 &AM -
i Select Days of the
Iro:50 41 Week To Schedule 12jisjz002 [ MONDAY [ A ! =
L |lhos20 A Mondayi [ (zfi7/zo0z [ TUESDAY [ A ™ =
|y L0:50 A Tty | 12/15/2002 [WEDNESDAY | [ml =
L1:20 A
— Wednesday: [ Lzf1a)z00z [ THURSDAY [ A v Al
11:35 A ~
— g Lziz0{2002 FRIDAY [ A 02
11:50 & Thursday: [# 120} I I ol =
Wiz Friday: [# L2jzajeo0z [ MONDAY | A el =
o Saturday: [ L2jz4f2002 [ TUESDAY| A M Lisplay Schedule
sunday: [~ 12j25 2002 [WEDMESDY | I Create Schedule
(zizs oz [ THURSDWY | A |cal
_I Caniel
Remove Template I Mew Template | Qu% Template I Schedule Options |
| Ready | December 13, 2002 01:54.59 PM | Susan Greathouse | Salud Medical Center

iﬂStall”J 3 Groupiwise -M... | Microsoft ‘word | Selact todules I Appninlmenl,,, R\N'ordPerfect - | ‘ @QE(H*N%& 1:54 Pt

8.4

Figure 7: “Scheduling Conflicts” Screen

The “Skip” box will be automatically checked if the
“Conflict” field is populated.

TWIST will not create a schedule for days with the “Skip”
box checked.

The user can uncheck the “Skip” box and override the
system to create the schedule for that day, unless there is an
“A” code in the “Conflict” field. In this case, you must
first reschedule any booked appointments for that day(s)
before you can use the “SKip” function.

The user may check the “Skip” box to manually exclude
any particular day when creating the schedule.

© See Job Aid “Schedule Conflict Codes” for more

information.
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9. Click the “Create Schedule” button.
9.1 The schedule will be created for the selected staff members.
J The pop-up is closed and the user is returned to the

“Template Maintenance” screen when the schedule is
successfully created.

o If the schedule was not created, an error message will be
displayed indicating the problem.
J If the error indicates a staffing problem occurred you will

need to review each staff member individually to identify
the problem and make corrections.

9.2 If you have unchecked the “Skip” box (for a template
scheduling conflict) and then click the “Create Schedule”
button, you will be given three options:
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Figure 8: “Add or Replace Template” Pop-Up

“Replace” will remove the existing appointment slots and
replace them with the selected template. If the conflict code
is “O” (staff has existing schedule in a different clinic),
clicking “Replace” will delete the schedule in the first
clinic and schedule the template in the new clinic.

o “Add” will leave the existing appointment slots alone and
will add any appointment slots from the selected template
that do not overlap the times of existing appointment slots.
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Selecting the “Add” option when the schedule conflict is
“O” will result in schedules being created for the same staff
person in two different clinics.

o “Cancel” will close the pop-up and return you to the
“Schedule Options” screen without scheduling the
template.

10. Exit the “Template Maintenance” screen.

X Tips and Shortcuts:

. If an “S” is displayed in the “Conflict” ficld when multiple staff were
selected, create the schedule for one staff person at a time to easily
identify your error.

o You can make changes to a template and recreate the schedule without
deleting any data providing no appointments have been scheduled for the
days you want to recreate.

& Notes:
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Chapter 4: Appointment Scheduler
Section 2: Staff Schedules
Lesson: Daily Clinic Schedule

Objectives:

Upon completion of this lesson the user will be able to:

o have a general understanding of how Daily Clinic schedules are created;

o view appointments for a specific clinic day;

o understand and interpret all fields in the “Daily Clinic Schedule” screen;
and find and interpret the appointments assigned to a staff person.

Overview:

The scheduling person in your agency creates daily clinic schedules by applying
an appointment pattern (called a template) to specific days and staff.

Once a basic schedule has been created, your scheduling person will use the
“Daily Clinic Schedule” screen to “complete” the schedule. This includes adding
classes and group screenings, and finessing individual staff schedules to include
things like doctors’ appointments and meetings. Once schedules are complete, the
“Daily Clinic Schedule” can be thought of as an appointment book from which
appointments can be displayed, booked, rescheduled, deleted or canceled.

Instruction:

Reviewing the “Daily Clinic Schedule” Screen

The starting point for this section is:
Appointment Scheduler = Scheduling = Daily Clinic Schedule
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Figure 1: “Daily Clinic Schedule” Screen

The screen consists of four main sections:

o In the upper left there is a graphical calendar display which
displays the days of the month and year.
o In the upper middle, the “Selection” section allows you to select

the clinic for viewing the daily clinic schedule.

J In the upper right, the “Assigned Name” displays the staff
names of those assigned to the schedule.

o The lower half of the screen is where the daily clinic schedule of
appointments are viewed.

J/ NOTE: There are two “assigned name” fields on this screen. The one in the
top right of the screen lists all staff that is scheduled for the day selected. The
other one, found just below the calendar, lists only the single staff person whose
schedule is displayed.

Viewing a Staff Member’s Daily Clinic Schedule

The starting point for this section is:
Appointment Scheduler = Scheduling = Daily Clinic Schedule
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1. In the “Selection” section, select the “Clinic” from the drop
down list.
2. In the “Calendar” section, click on the number corresponding

to the day on which you wish to view appointments.

When you first enter the screen, the current month will be
displayed.

Click on the “< >” buttons to move forward or backward by month
through the calendar.

3. Click the “Display Schedule” button.

The system displays the date selected in the “Date” field.

The “Reschedule” button is activated when you click on a filled
appointment slot. This function will be discussed further in another
lesson.

The “Assigned Name” section displays the list of staff names
that have a schedule for the date selected. The person whose
schedule is displayed will have the indicator arrow on their name.

4. Click on any staff person listed under “Assigned Names.”

The schedule below the “Assigned Name” area will change
depending on which staff you select.

The “Assigned Name” field just above the schedule will show
the single staff person’s name that you have selected.
Double-clicking on the assigned name of a staff person will show
the staff name, risk level of client they are allowed to serve and the
languages that they speak

5. Click on an appointment slot in the schedule.

5.1 The “Assigned Name” field displays the staff member’s
name corresponding to the daily schedule you are viewing.

5.2 The “Start Time” field is the scheduled start time of the
appointment.

53 The “End Time” field is the scheduled end time for the
appointment.

5.4 The “Fam” field indicates whether or not this time slot was set

up for booking more restricted family coordinated
appointments.
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5.5

5.6

5.7

5.8

59

5.10

5.11

If the “Family Precoding” field was set up as “Yes” in
the “Agency/Clinic” screen, then family appointments
booked by the automatic scheduler can only be booked into
time slots that have an “F” in this field.

If the schedule was set up with the “Family Precoding”
as “No,” then family coordinated appointments may be
booked anywhere and the “Fam” field will be blank.

The “WIC ID” field displays a client’s WIC ID number.

Double-clicking a “WIC ID” field populated with a client’s
WIC ID number causes the “Client Information” pop-up
to be displayed. This pop-up lists client’s name, DOB and
WIC category.

If a GE (Group Education) or GS (Group Screening)
appointment has been scheduled in this slot, the “WIC ID”
field will be grayed out.

The “Appt Type” field lists the type of appointment that has
either been scheduled or is designated for this time slot.
Clicking on this field displays the list of appointment types and
their corresponding codes.

The “Topic” field displays the topic of a scheduled GE
appointment.

The “Group/Class” field displays the Group or Class code if
the scheduled appointment is either a GE or GS appointment.

Double-clicking in the “Group/Class” field will take you to the
“Group Education Classes” screen, where you can schedule
and reschedule GE classes.

The “Intpr” field indicates whether or not an interpreter is
needed for this appointment. The system automatically assigns
“Yes” if, when scheduling, the staff’s language(s) do not
match the client’s needs.

The “Language” ficld displays the language spoken by the
client as indicated in their client record in the “Client
Primary” screen. This field is only active if the “Intpr” field
is “Yes.”

“Manual Schd” displays “Yes” or “No” to indicate if this
appointment can be scheduled manually. If yes, then when the
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5.12

5.13

5.14

Automatic Scheduler is run it will not schedule anyone into the
appointment slot. It will be reserved for manual scheduling and
will show up as an available appointment.

The “Status” ficld displays the current status of the
appointment. Clicking on this field displays the list of statuses
and their corresponding codes. The appointment statuses are as
follows:

BK  Booked appointment
SH  Showed for appointment
NS  No-show appointment
OP  Open appointment

WI  Walk-in appointment

When a status of “Show” is selected, the “Actual Staff” field
becomes active but is not mandatory in Daily Clinic Schedule.

The “Actual Staff” field is used to capture the ID of the staff
person who actually saw the client. This ensures that the
correct staff person is given credit for seeing the client. This
field can be entered on this screen but will usually be filled in
by the certifier on the “Family Appointment Record”
screen during an appointment.

The “Non-Client Activity” field is used to show the
description of a non-client activity for this time slot, if one is
scheduled. Clicking on this field displays the list of non-client
activities. A non-client activity is any activity that does not
include working directly with a client. It could be paperwork,
meetings, vacation, etc.

= Practice Activity #1:

Now that you have learned how to view and move around the “Daily Clinic
Schedule” screen, let’s practice.

You are a WIC certifier and would like to see what your schedule looks like for
an upcoming day. Take the appropriate actions to do this. Use the information
from your * Activity Sheet. Do a screen print of your schedule.

Viewing the Clinic Appointments List

This section is very similar to your appointment book or current schedule. Just
like your appointment book, this screen lists all staff members’ schedules; clients
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scheduled, and open appointment times. This screen can be sorted either by staff
or time.

The starting point for this section is:
Appointment Scheduler = Scheduling = Daily Clinic Schedule

1. Click the “Clinic Appointments” button.

‘—':-‘ Appointment Scheduler - [AS1705 - Daily Clinic 5chedule]
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Figure 2: “Clinic Appointments” Pop Up

. The system displays the “Clinic” and “Date” based on your
selection on the “Daily Clinic Schedule” screen.
o Appointments can be sorted by staff or time

2. Select “Staff”’ from the “Sort” field drop down list.

2.1 The daily appointment listings for the date and clinic selected
will be displayed in chronological order, but grouped for each
staff member in alphabetical order.

2.2 The “Appt Time” field displays the scheduled start time of the
appointment.
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3.

23 The “Appointment Type” field displays the description of
the appointment type.

24 The “Count” field displays the count of clients scheduled for
the appointment.

2.5 The “Status” ficld displays the status of the appointment.

2.6 The “WIC ID” field displays a client’s WIC ID number. If a

GE (Group Education) or GS (Group Screening) appointment
has been scheduled in this slot the field will be grayed out.

2.7 The “Group/Class” field displays the Group or Class code if
the scheduled appointment is either a GE or GS appointment.

2.8 The “Staff” field displays the name of the staff person
assigned to this appointment slot.

Click the “Close” button

- Practice Activity #2:

Using the information on your * Activity Sheet, follow the steps below to view
the Daily Clinic Schedule.

The starting point for this activity is:

Nk W=

7.
8.

Appointment Scheduler = Scheduling = Daily Clinic Schedule

Select the “Clinic” from the drop down list.

Click on the desired calendar date.

Click the “Display Schedule” button.

Click the “Clinic Appointments” button.

On the “Clinic Appointments” pop-up screen, select “Time” from the
“Sort” field drop down list to view the appointments by time listing.
Select “Staff” from the “Sort” field drop down list to view the
appointments by staff listing.

Click “Close.”

Exit the “Daily Clinic Schedule” screen.

Updating a Staff Member’s Daily Schedule

Schedules are never static, so there will always be times when changes to existing
schedules must be made. The modification of an existing schedule is easily done
on the “Daily Clinic Schedule” screen.
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The starting point for this section is:
Appointment Scheduler = Scheduling = Daily Clinic Schedule

1. In the “Selection” section, select the “Clinic” from the drop
down list.
2. In the “Calendar” section, click on the number corresponding

to the day on which you wish to view appointments.

o When you first enter the screen, the current month will be
displayed.
o Click on the “< >” buttons to move forward or backward by month

through the calendar.
3. Click the “Display Schedule” button.

o The system displays the date selected in the “Date” field.

o The “Reschedule” button is activated if there are any
appointments currently scheduled on this date for this staff
member. This function will be discussed further in another lesson.

. The “Assigned Name” section displays the list of staff names
that have a schedule for the date selected. The person whose
schedule is displayed will have the indicator arrow on their name.

4. Click on any staff person listed under “Assigned Names.”
o The schedule below the “Assigned Name” area will change
depending on which staff you select.
. The “Assigned Name” field just above the schedule will show
the single staff person’s name that you have selected.
o Double-clicking on the assigned name of a staff person will show

the staff name, risk level of client they are allowed to serve and the
languages that they speak.

5. Find an open appointment slot and delete it.
Use the “Remove” icon in the top tool bar to do this.
6. Find an open appointment slot and add a non-client activity.

Use the drop down list in the “Non-Client Activity” field to do this. The
appointment type will disappear once the non-client activity is selected.
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9.

In another open appointment slot change the appointment
type to “GE.”

The appointment end time will change based on the duration of the “GE”
appointment type.

Manipulate or delete some of the appointment times after the
“GE” appointment so there are no overlapping appointments.

Save and exit.

7 NOTE: If there are booked appointments in an appointment slot they must be
rescheduled before the slot can be manipulated.

X Tips and Shortcuts:

If you want to delete more than one row of a daily clinic schedule, you can
click on the rows you want to delete while holding down the “Shift” key.
The rows selected will be highlighted. Then click on the “~” icon to
remove the rows.

To delete an entire schedule, click on the bottom left edge of the schedule
while holding down the shift key. This will highlight the entire schedule.
Then click on the “~" icon to remove the rows.

= Practice Activity #3:

Using the information on your * Activity Sheet, follow the steps below to
modify an existing schedule.

The starting point for this activity is:

A e

~

Appointment Scheduler = Scheduling = Daily Clinic Schedule

Select “Clinic” from the drop down list.

Click on desired schedule date.

Click the “Display Schedule” button.

Select an open appointment slot and delete it using the “Remove” icon.
Select an open appointment slot and change the appointment type to “GE.”
Modity (or delete) some of the appointment times after the “GE”
appointment so there are no overlapping appointments.

Using the “Insert” icon, insert a row and add an appointment.

Save and exit.
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v” Skill Check:

Being able to modify a staff person’s schedule is an important task for a person
doing the scheduling. Let’s see what you can do.

You are the person who creates and maintains schedules for your clinic. A
certifier comes to you and tells you she has a doctor’s appointment next month
and will be out for the entire afternoon. She also has an hour-long meeting at 9:00
that same morning. Manipulate her schedule to accommodate her requests. Your
instructor will give you the staff person’s name to use.

Do a screen print of the schedule after it is modified.

& Notes:
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Chapter 4: Appointment Scheduler
Section 3: Automatic Scheduler
Lesson: Special User — Automatic Scheduler

Objectives:

Upon completion of this lesson the user will be able to:

. explain the basic functionality and potential use of the Automatic
Scheduler and how it is linked to the client record; and

. use the automatic scheduler.

Overview:

Automatic scheduling is a feature of the TWIST appointment scheduler that
allows you to give a client a “request” for an appointment for some month in the
future that is then “booked” to a specific date and time when the automatic
scheduler is run. This feature can be used to schedule individual appointments,
including follow-up and FI pick-up appointments, group education/class
appointments, and group screening appointments.

The automatic scheduler will go through a sort order as defined by the State that
schedules the highest priority and most complicated appointments first. This is

not an interactive process. The user must make a “request” for TWIST to run the
auto scheduler, which is run as part of End of Day processes.

Instruction:

Automatically Scheduling Appointments

The starting point for this section is
Appointment Scheduler + Scheduling + Automatic Scheduler

This is the screen that you use to request an Auto Scheduler run.

1. Click in the “Clinic” field.
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Figure 1: “Maintain Auto Scheduler” Requests

[ Y. |
10:36:29

Select the clinic for which you want to run the Auto Scheduler
If you leave the “Clinic” field blank, screen will display requests for the
entire agency. You cannot enter information at the agency level, only at
the clinic level.

Click the “Retrieve” button to view existing auto scheduler

requests.
%Appuinlmenl Scheduler - [Maintain Auto Sched Request Schedules]
Eile  Edit Help
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Figure 2: Existing Auto Scheduler Requests” Screen
Requested Run Date is the date when you want End of Day to
run the auto scheduler.

Run Sequence is the order in which you want End of Day to run
your requests when you have multiple requests for the same date.
Y ou must enter a number in this field.

Request Month/Year are drop-down windows where you select
the month and year for which you are wanting to schedule
appointments.

Selection allows you to select a specific type of auto scheduler

3.1

3.2

33

3.4

run.

All runs auto scheduler for all appointment requests in
state-defined sort order. This is the option that you will use
most often.

Recert runs auto scheduler only for recertification
appointment requests in the same sort order. This selection
could be run first if you are concerned you might not have
enough recertification or mid-certification health
assessment appointments for the month.

New Pregnant runs auto scheduler only for new pregnant
appointments requests.

Pick Up runs auto scheduler only for food instrument pick
up appointment requests.

Class runs auto scheduler only for group nutrition
education class requests.

Group Screen runs auto scheduler only for group
screening requests.

Wait List runs auto scheduler only for clients who are on
the Appointment Needed wait list.

7 Note: The autoscheduler will group requests for the appointment types “MI,”
“MC” and “MW?” with recertification appointment types. This means that if you
select “Recert” the autoscheduler will attempt to book all “MI,” “MC” and
“MW?” types appointment requests along with those starting with an “R.”

4.

Enter the information for the clinic for which you are
requesting an Auto Scheduler run.

The information on this screen can be modified at any time up until the
evening that the auto scheduler is scheduled to run.

Click “Save.”
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8.

To delete an auto scheduler request, select that row and click
on the “Remove” icon.

Once Auto Scheduler has run, the system will fill in the information for
the “Auto Schd Run No” and “Auto Schd Run Date”. These rows can be
left on screen to provide a history of the Auto Scheduler runs or can be
deleted by the user at any time.

To enter information for another clinic in the agency, select
that clinic, click the “Retrieve” button, and enter the request
information.

Click “Save” and exit.

Auto Scheduler Sort Order and Exceptions

Sort Order

The sort order is designed to maximize the auto scheduler’s use of available
appointment slots:

High risk families of 3 with the most complex requests are scheduled first.
Next all remaining high risk clients are scheduled.

After this, multiple family members with multiple requests are scheduled,
and so on down to individual appointments.

Group Nutrition Education appointments are scheduled separately.

The auto scheduler will match first to the exact appointment type if you
have specified a non-generic appointment type in your template. When
there are no exact matches available, it will match to the appropriate
generic appointment type.

Family Size

You can set the maximum family size to either 2 or 3 in the Agency/Clinic
Information screen in Operations/Management. The default is three. See this
lesson for additional information on setting this field.

If one client in a family has a request for a high-risk appointment, all
family members with requests for that same month will be scheduled as
high risk.
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Exceptions

There are situations that are “exceptions” where the auto scheduler is unable to
match the request criteria to the existing open appointment slots:

If a family larger than three members has requests in the same month.

If two or more family members with requests in the same month have
conflicting preferences.

If a participant has both an individual appointment request and group
appointment request in the same month.

If there is no match available for the client’s preferences.

If the request is marked “Inactive”, the autoscheduler will skip that request
and not book it. Inactive requests will not show up on the
“Autoscheduler Unable to Schedule” report.

Additional Information

The system has background edits to match the appointment type to the
client’s category before it books the appointment, but if the client’s
category changes after the appointment request is made or the appointment
is booked, the system will not edit.

The request records for those clients being auto-terminated will be made
“inactive” when termination takes place during the End of Day (e.g.
missing proofs) or End of Month (e.g. one month past due for cert)
processes.

When searching for an appointment for a client who needs an interpreter,
as indicated in their preferences, the system will first search for a staff
member whose language matches the client’s needs. If no match can be
found, the appointment will be booked with an English speaking staff
person and the appointment flagged as “Interpreter needed - Yes”.

The Automatic Scheduler can be rerun an unlimited number of times.

An “Auto Scheduler Unable to Schedule” report will be created for
any appointments with parameters which are unable to be scheduled.
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Using the Auto Scheduler Reports

In order for the automatic scheduler to be most useful to you it is important that
you take advantage of the “schedule planning” reports TWIST provides. These
reports include:

The “Projected number of individual appointment requests”
report that will allow you to determine the total number of clients needing
an appointment in a given month and allow you to schedule adequate staff
to cover the necessary appointments.

The “Projected number of group education class requests”
report provides the same information as the “projected number of
individual appointment requests” about the number of clients that need a
class during a given time period. Again, you will be able to schedule staff
to accommodate client needs more efficiently when you know how many
clients need a specific class.

The “Interpreter needed” report will provide you with a list of clients
due for an appointment who also will be requiring the services of an
interpreter. This will allow you to more efficiently utilize your
interpreters.

“Auto scheduler unable to schedule” report that lists all those
clients that the automatic scheduler was unable to book. This allows you
to add additional appointment times that meet the needs of the clients
listed on the report and then re-run the automatic scheduler. You can also
simply use the report as a list of clients who were not scheduled and then
schedule them manually from the list.

The “Register of clients to schedule manually” report will list all
those clients that have an appointment request for a given time period to
allow you to schedule them all manually.

( See Job Aid “Appointment Scheduler Reports” for more
information.

( See Job Aid “Scheduling Clients with Language Needs” for more
information.
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Using the Auto Scheduler Unable to Schedule Report

The report has several sections that can be reviewed to help with fine
tuning your scheduling or re-running scheduler to assure that all
participants are scheduled.

1. To view details, you must first select the “Run” you want to see and
then select “Retrieve”:

% Appointment Scheduler - [AS500R - Auto Scheduler Unable to Schedule Report]
File Edit Window Help

Fl+-sE w0 $2n S

seiect SRR

e
Selection

Soft——M8Mm

IReq Month: IMAR LI Req Yea r:l 2017 Retrieve | Help | ’79 Fun Mo @ Agency/Clinic @ Fun Date
Ag| Clinic | Appt Type| Run Nol Run Date y

34 Beaverton ALL 5335 02/08/2017 23:32

34 Hilsboro ALL 5554 02/07/2017 23:40

34 Tigard ALL 5554 02/07/2017 23:40

34 Tigard Sp ALL 5554 02/07/2017 23:40

34 Hilsboro ALL 5553 02/06/2017 23:13

34 Beaverton ALL 5533 02/06/2017 23:13

34 Tigard ALL 5553 02/06/2017 23:13

34 Hilsboro SP ALL 5553 02/06/2017 23:13

34 Tigard Sp ALL 5553 02/06/2017 23:13

34 Hilsboro ALL 5548 02/02/2017 00:33

34 Beaverton Sp ALL 5548 02/02/2017 00:33

34 Hilsboro ALL 5547 02/01/2017 00:14

34 Hilsboro SP ALL 5547 02/01/2017 00:14

| KNl | I
Figure 3: Auto Scheduler Unable to Schedule Report

2. Inthe “Details” section, you can see 3 tabs.

i Appointment Scheduler - [AS500R - Auto Scheduler Unable to Schedule Report]

File  Edit Window Help
Bl+-sE 0 t2als

Clinic: Beaverton Mo.fYr:  March 2017 Appt Type: ALL Reg: 209 Sched: 135 Mot Sched: 74

s [

Unable to Schd I Scheduled

Unscheduled Request Report Beavertonat 02/13/2017 04:25 pm [74 appointments] -
WIC ID Client Name Appt Time DOW Lang Inter- Risk StaffName Auto Schedule Result
Type preter Lvl

Figure 4: Auto Scheduler Unable to Schedule Report- Details
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Unable to Schd: Lists all participants for the run date selected that the
auto scheduler could not find an appointment match and why. This is a
dynamic report, so as you either manually schedule these participants, or
you re-run the auto scheduler and they get scheduled, they will be
removed from this tab.

Scheduled: Shows a list of all appointments that were actually
scheduled during that autoscheduler run.

Not Processed: It is important to always review this tab, as the auto
scheduler did not even process these participants for appointments during
that run. Reasons for this include that the participant has a request but in
either intake or Family Appt. Record, they are indicated as “auto schedule-
No” or “Manual only”. Requests highlighted in yellow mean that the
certifier made the request after the auto scheduler ran for that month, and
so the request could not be made. Sometimes it is not really clear why the
participant did not get processed, and you will need to look at the record to
determine what needs to happen next.

Tips and Shortcuts

When the “Appointments Auto Scheduler Unable to Book™ report lists the
appointments which were not scheduled, it may be faster to change the
Daily Clinic Schedule by opening more generic appointments as needed
and then proceed with the “Run Selection” process rather than to manually
schedule each appointment.

When making requests for multiple family members, there are some
important rules to be aware of for different scenarios:

. Requests for different individual appointments for 2 or
more family members (e.g. F1, IE, RC) — TWIST will schedule
these on same day within 90 minutes as long as there are
appropriate appointment slots available in daily clinic schedule
within that time frame.

. Requests for more than one appt. type for the same
person in the same month (e.g. request for an IE and a GE, or
two RC’s, for the same person) — TWIST will not schedule these
and will kick them out to the “Unable to Schedule” report.

. Requests for different appt. types, one for each family
member, where one is an individual and one is a group,
in same month (e.g. IE and a GE) — TWIST will schedule these,
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although not on the same date. (If you are trying to coordinate one
family member’s individual follow-up with another’ family
member’s GE class, you should schedule these manually at
cert/recert appointment.)

. Requests for two different GE classes for two different
family members in same month (e.g. a Prenatal Class for one
and a Kids Club for another) — TWIST will not schedule these and
will kick out on Unable to Schedule report as “conflicting
preferences”. If you want to do this, these should be manually
scheduled.

. There are no Fast Paths from the Automatic Scheduler function.

Notes:
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Chapter 4: Appointment Scheduler
Section 3: Automatic Scheduler
Lesson: Appointment Requests

Objectives:

Upon completion of this lesson the user will be able to:

. set up appointment requests;

. set up appointment requests for a client with preferences;

. explain the business rules and messaging of the appointment request;
. set up requests for coordinated family appointments; and

. change an appointment request.

Overview:

In order to ensure that families can attend their appointments, we need to provide
them with appointment times that fit their busy schedules. Appointment requests
allow you to set up a client record incorporating a family’s appointment
preferences, and then make appointments using the Automatic Scheduling function.

When an appointment request has been saved in the system and the Automatic
Scheduler is run, the system automatically matches the client to an appointment
that meets whatever requests and preferences the client has made, which could
include day of week, time, staff member, skill level, language or interpreter needs,
etc. If an appointment cannot be found that matches the client’s needs, an
exception list is printed out in the Autoscheduler Unable to Schedule report, so
that the appointment can then be manually scheduled or the daily schedule can be
adjusted to accommodate the preferences.

Appointment requests can be made months in advance. This allows you to
schedule up to three family members together. When a client is certified, TWIST
will automatically create an appointment request for the next recertification
appointment. TWIST will also automatically create a request for a mid-
certification health assessment depending on infant’s age at enrollment.

TWIST will make certain future appointment requests “inactive” in certain
situations. The appointment types include any follow-up, GE or IE appointment
requests in the following situations:

. When a client is transferred within Oregon,
. when a client is terminated either manually or automatically, or
. when a breastfeeding woman (WE or WB) changes category to a

non-BF woman (WN)).
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When a request is inactive, the auto scheduler will not schedule it. If the client is
reactivated, the “inactive” flag will automatically be removed from the request
and the request will be available to be auto scheduled. In the above situations,
any future recert or mid-cert assessment requests will be removed and then re-
created if the client is reactivated. Clients who transfer out of state and deceased
clients will have all future requests removed.

Instruction:
Reviewing the “Family Appointments” Screen
1. Double click on the “Appointment Scheduler” icon.

2. Click “Scheduling” on the menu bar.
3. Click “Family Appointment Records.”
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Figure 1: “Family Appointments” Screen

There are four sections to the “Family Appointments” screen: “Selection,”
“Pending Requests,” “Family,” and “Client Appointments.”

. The “Selection” section displays the Client’s “WIC ID,” “Name,” and, if
known, “Risk,” “Language,” and appointment preferences for “Time
Pref.” and “DOW” (day of week).
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. The “Pending Requests” section shows any appointment requests
currently pending. We will review this section in more detail later.
. The “Family” section displays the “WIC ID” of any family members on

WIC, and allows you to select a specific client in order to create a request,
put them on a wait list or find them an appointment. We will also discuss
this section later in this lesson.

. The “Client Appointments” section displays scheduled appointments
for all the family members on WIC.

Creating an Appointment Request

The starting point for this section is:
Appointment Scheduler = Scheduling = Family Appointment Records

1. Retrieve the client for whom you wish to create a request.
2. In the “Family” section, click the “Select” check box

corresponding to the client for whom you want to make an
appointment request.

. You may select more than one family member at a time.

. When you click the “Select” check box, the “Create Request,”
“Find Appt,* “Put on Wait List”, and “Refused” buttons are
activated.

J NOTE: All family members need an appointment request for the same
appointment types (either all group or all individual) in the same month in order
for the Automatic Scheduler to coordinate family appointments.

3. Click the “Create Request” button to open the “Appointment
Request” pop-up.
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AS2705 - Appointment Request
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Figure 2: “Appointment Request” Pop-Up

In the “Preferences” section, you may enter any preferences you want
associated with this request, and they will be used to book this request only.
These are called “one time only preferences.” If you want to save these
preferences in the client’s record for future appointments, click the “Save
Permanent Preferences” button.

3.1 Tab to the “Staff ID” field and select the appropriate
staff person from the drop down list.

This field is only used if a particular staff person must see this
client.

3.2 Tab to the “Time Pref.” field and select AM, PM or EVE
from the drop down list.

3.3  Tab to the “DOW?” field and select the preferred day of
the week for this family’s appointments.

3.4  Tab to the “Interpreter” field and indicate if an
interpreter is required for this family.

Use this field if the spoken language in client primary is not one
the client wants to speak during their appointment and an
interpreter will be needed, or if there is no staff person who speaks
the client’s language.

3.5 Tab to the “Language” field and select the correct
language from the drop down list.
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Use this field when the spoken language in the client primary is not
one the client wants to speak during their appointment.

3.6  Tab to the “Risk” field and select the appropriate risk
from the drop down list.

The system will not assign risk for the appointment. The WIC
Staff member making the appointment will need to be aware of the
risk level of the client when making the appointment.

3.7  Click the “Save Permanent Preferences” button at the
bottom of the pop-up to save the preferences. This will
save the preferences you have selected for this appointment to
apply to all future requests. Otherwise the preferences you have
selected will apply only to this appointment request.

. Using the “Save Permanent Preferences” button establishes
these preferences for all family members.

4. In the “Requesting Clients” section, the client’s assigned
“Clinic” and “WIC ID” is displayed.

. The “Clinic” field can be changed if the client needs to have an
appointment in a clinic other than the one to which they are
assigned.

5. In the “Request Month” field, select the month for the
appointment from the drop down list.

6. In the “Request Year” field, select the year the appointment is
to be scheduled in from the drop down list.

7. In the “Appt Type” field, select the type of appointment from
the drop down list.

. If the appointment type entered is “GE,” the “Topic” and “Title”
fields becomes activated and a topic and title must be selected
from the drop down list.

. If the appointment type selected is “GS,” the “Group/Class”
field becomes activated and an appointment type must be selected
from the drop down list.

J NOTE: The “Auto Schd” field defaults to “Yes” to indicate that the
appointment is to be booked using the Automatic Scheduler function, but the user
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may use the drop down list to select “No.” The “Inactive Flag” checkbox is
automatically checked by the system when a client is termed mid-cert and the
check mark is automatically removed when the client is reactivated.

8.

Click “OK” to close pop-up and save the request.

After clicking “OK” and returning to the “Family Appointments” screen,
the appointment request data is now displayed in the “Pending Requests”
section of the screen.

The “Cancel” button will allow you to close the pop-up without saving the
appointment request.

J NOTE: Saving a permanent appointment preference for any family member
affects every family member, as it is a family appointment preference. You do
not need to select all family WIC IDs to have changes occur, any one member
will suffice.

Modifying an Appointment Request

The starting point for this section is:

4.

Appointment Scheduler = Scheduling = Family Appointment Records
In the “Pending Requests” section of the “Family
Appointments” screen, click the “Select” check box
corresponding to the appointment to be modified.

The “Find Appointment” and “Modify Request” buttons are now activated.
Click the “Modify Request” button.

The “Appointment Request” pop-up is displayed.

Change the appointment request as needed and click the “OK”
button.

The entire appointment can be deleted by clicking on the “Remove” button.

Exit the “Family Appointments” screen.

J NOTE: You can also manually schedule a request from this screen by selecting
the appointment request you wish to schedule and clicking the “Find
Appointment” button. Once the request is scheduled, the request is deleted from
the “Pending Requests” section and is displayed as a booked appointment in the
“Client Appointments” section.
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Documenting Nutrition Education Refusal

If the client refuses to attend a secondary nutrition education appointment, you
can document that here.

If the client refuses to attend a secondary nutrition education appointment, you
can document this using the “NE Refusal” button on the Family Appointment
Record screen. Refusal for nutrition education can also be documented on the
“Non-WIC NE” screen in the certification area.
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Fig. 3 “NE Refusal” button

This is discussed in more detail in Chapter 3, Lesson 902, Nutrition Education
Refusal.

X Tips and Shortcuts:

Family preferences are used by the Auto Scheduler when coordinating family
appointments. If a family has conflicting preferences (e.g. one as AM only and
one as EVE only) the Auto Scheduler will not schedule and will appear on the
Auto Scheduler Unable to Schedule report. They will need to be manually
scheduled, or you will need to adjust your templates/schedules and re-run the
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Auto Scheduler. The Auto Scheduler will begin scheduling appointments for
those families who have the highest number of preferences first, i.e. the most
restrictive preferences are booked first. If one member of a family has a high risk
appointment request, then all family members scheduled for that same month will
be scheduled with a high risk staff person. If you do not want this to be the case,
then the appointments for that particular family should be manually scheduled.

& Notes:
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Chapter 4: Appointment Scheduler
Section 3: Automatic Scheduler
Lesson: Coordinating Family Appointments

Objectives:

Upon completion of this lesson the user will be able to:
. coordinate family appointments using either the automatic or the manual
scheduling options in TWIST.

Overview:

Scheduling and coordinating family appointments in the WIC Clinic allows us to
provide better service for our clients as well as helping to streamline and avoid
duplicate work for the clinic. TWIST allows us to quickly and easily coordinate
family appointments by using the automatic scheduler or to search for consecutive
appointment times for family members when using the manual scheduling
functions. See also Lesson 3-1100, Family Summary Screen for more information
on coordinating family appointments and FI issuance.

Instruction:

Automatically Coordinating Family Appointments

The Automatic Scheduler will automatically coordinate appointments for families
of three or -fewer. In order for the Automatic Scheduler to be able to coordinate
family members’ appointments, a request for an appointment must be entered for
each family member in the “Create Request” screen. In addition, all family
members need an appointment request for the same appointment types (either all
group or all individual) in the same month in order for the automatic scheduler to
coordinate family appointments.

The starting point for this section is:
Appointment Scheduler = Scheduling = Family Appointment Records
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Figure 1: “Family Appointments” Screen

J NOTE: Please refer to Chapter 4, Lesson 301, Appointment Requests for more
detailed information about creating an appointment request and refer to the “WIC
Intake” section in Chapter 3, Lesson 100 Applicant Prescreening for information
on modifying certification dates in order to coordinate family appointments.

1. Retrieve a client from the family for whom you wish to
coordinate appointments.

2. In the “Family” section, click the “Select” checkbox
corresponding to the clients for whom you want to make
coordinated family appointment requests.

. You must select all family members for whom you wish to
coordinate appointments. Family members must have appointment
requests for the same appointment types (group or individual) and
for the same month.

. The system will automatically coordinate families so appointments
are with the same staff within 90 minutes or less of one another.

3. Click the “Create Request” button to open the “Appointment
Request” pop-up.
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Figure 2: “Appointment Request” Pop-Up

4. In the “Preferences” section, select the “Clinic” from the drop
down list.

5. Select any other desired selection criteria.

If one family member you are trying to schedule is high risk, this will be
the default preference used to book all family members.

6. In the “Requesting Clients” section, complete the “Request
Month,” and “Appt Type” fields for each family member.

The “Inactive Flag” check box is auto-filled by the system when a participant is
termed mid-certification. It is not used when coordinating family appointments.

7. Click the “OK” button to close the pop-up and save this
appointment request.

The appointment request data is now displayed in the “Pending Requests”
section of the screen.

8. Exit.
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Manually Coordinating Family Appointments

The starting point for this section is:
Appointment Scheduler = Scheduling = Family Appointment Records

'—':“‘ Appointment 5chedul T - IE' ILI
File Edit ‘*indow Help

(B ]+ - s 0% | s 2@ =]
—|5election I
WIC ID: pDQDl?Z?-Dl Name: IToFu, TMomnmy Risk: Language: I Time Pref.:l DDW:I
_I Pending Requests !
Clinic|  wICID  |Maorth appt | Topic Group) Risk | Time | DOW| Intr | Lang |Auta InactiSeIect WICID | Select|wiL |
jul Level Pref Schd
== SvE e = p [posotrzzon .
» b1 poooi7zz-o1 aPR Rw ] ENGL  fres I —_—
50901?2?-02 I
p1 posoirzr-oz prr I | EHGL  fres I —
[Ereate Heguest Eird &ppt.
feifd Appintment e Sl Hequest| Fur kst list  HE Rl
_l Client Appointments !
Clinic WIC ID Appt Stark | Appt Topic Group Codef Intr | Lang | Mail | Status Actual | Select
Date Time | Tvpe Class Title Code Skaff
bt 0901727-01 [12021/2005 z:30 PM F1 nglish FLPP  [B =] ~|
__|pt  posoi7e7-01 |pam9/2006 4:00 PMJGE [SEMERAL MUTRIT BEING HEALTHY BEING ACTI[fes English FLPP  [BK x| = O
bt posoizez-oz fiz2ets2005 Pziso M Fi nglish FLPP  [B =] =l -
Eeschedulz | Eancel.-"F!e-sc:heduIeﬂistory|
|Ready | Movember 29, 2005 09:21:24 AM |Susan Greathouse |Salud WIC Program dhz-oltpdp-pradl / famnet

st | ] & @ 5y & || Bhow| Fwar | Bvio | E i | Boee | [ GEINHELPUTm s21am
Figure 3: “Family Appointments” Screen

J NOTE: Please refer to Chapter 4, Lesson 402 Schedule Appointment Now for

more detailed instructions on booking manual appointments and refer to the “WIC

Intake” section in Chapter 3, Lesson 100 Applicant Prescreening for information

on modifying certification dates in order to coordinate family appointments.

1. Retrieve a client from the family for whom you wish to
coordinate appointments.

2. In the “Family” section, click the “Select” checkbox
corresponding to the clients for whom you want to make a
coordinated family appointment.
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3. Click the “Find Appt.” button to view the “Find Appointment”
pop-up.
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Figure 4: “Find Appointment” Pop-Up

4. In the “Selection” section, select the “Clinic” from the drop
down list.

5. Leave “Appointment Type” blank so you can be sure to bring
back appointments that match the multiple types needed by
the clients.

6. Select any other desired selection criteria.

7. Click the “Find Appt.” button to display the open appointments
that meet the selection criteria.

8. Search the open appointments for the number of consecutive
appointments needed for the family appointments.

Make certain to select appointments for all family members with the same
staff person.
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9. Check the “Select” checkbox next to the desired appointment
for the first family member.

. Client with the lowest participant number appears in the WIC ID
drop down box.

. Use the drop down to indicate correct participant for appointment
type.

. If the appointment type chosen is a generic appointment type, you
will have to enter the real appointment type in the “Appt. Type”
field.

10.  Continue by checking the “Select” checkbox for the next
desired appointment time.

. Click on the WIC ID field and select the correct client as
necessary.
. Indicate real appointment type as necessary if generic appointment

type slots are chosen.

11. Click the “Book” button to schedule the appointments and
close the pop-up.

The “Client Appointments” section of the “Family Appointments”
screen is now populated with the scheduled appointment information.

12. Exit.

J NOTE: These same functions can also be done in the Family Summary Screen
section. See Chapter 3, Lesson 1100, Family Summary Screen for more
information.

& Notes:
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Chapter 4: Appointment Scheduler
Section 4: Scheduling Appointments
Lesson: Family Appointment Record

Objectives:

Upon completion of this lesson the user will be able to:

. maneuver between the “Family Record” screen, “Find Appointment”
screen, “Appointment Request” screen and “Client Search” screen and
understand how they interrelate; and

. read and understand all sections on the “Family Record” screen.

Overview:

The “Family Appointment Records” screen is the focal point of all searches,
creating appointment requests and booking appointments throughout the
Appointment Scheduler area. This screen allows you to view all family members
appointment records on a single screen which makes it quick and easy to find
appointment details for all family members, coordinate family appointments,
manually schedule appointments or create appointment requests. A history of
canceled and rescheduled appointments is also available from this screen.

b

Instruction:

Reviewing “Family Appointment Records” screen

The starting point for this section is:
Appointment Scheduler => Scheduling = Family Appointments

1. Select “Family Appointment Records.”
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'—-;t‘ Appointment Scheduler - [A52405 - Family Appointments]
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Figure 1: “Family Appointment Records” Screen

There are four sections to the “Family Appointment records” screen,
“Selection,” “Pending Requests,” “Family” and “Client Appointments.”

2. Search for and return with client to “Family Appointment
Records” screen.

2.1 The “Selection” section displays the “WIC ID,” “Name” and, if
known, “Risk,” “Language” and appointment preferences for
“Time Pref.” and “DOW?” (day of week).

2.2 The “Pending Requests” section shows any appointment
requests currently pending.

. “Clinic” displays the clinic where the appointment request
is to be scheduled.

. “WIC ID” displays the WIC ID of the family member to be
scheduled.

. “Month” displays the month the appointment request is to
be scheduled in.
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. “Appt. Type” displays the type of appointment to be
scheduled.
. “Topic” displays the code for the class topic if the

appointment type is “GE.” (Group Education). If the
appointment type is other than “GE” this field will be
blank.

. If the appointment type is “GE”, the title of the class will
display in the “Group/Class” field. If the appointment
type is “GS” (Group Screen) the real appointment type for
the group screen will display. If the appointment type is
other than “GE” or “GS” this field will be blank.

. “Time Pref” displays time preference associated with the
specific appointment request. If no time preference, the
field will be blank.

. “DOW?” displays the day of week preference associated

with the specific appointment request. If no day of week
preference, the field will be blank.

. If the user has indicated that an interpreter is needed for the
appointment requested, the “Intr” field will display “yes.”
If an interpreter has not been indicated, the field will be
blank.

. If the user has indicated a language other than the client’s
usual spoken language for a specific request, it will display
in the “Lang” field.

. The “Auto Sched” field indicates whether or not the auto
scheduler is intended to schedule the appointment request.
. When the user clicks the “Select” box beside a specific

request, the “Find Appointment” and “Modify
Request” buttons become enabled. The “Find
Appointment” button takes the user to the “Find
Appointment” screen to schedule an appointment for the
specific request. The “Modify Request” button takes the
user to the “Appointment Request” screen where the
request the user selected is available for modification.

The “Family” section displays the “WIC ID” of any family
members on WIC, and allows you to select a specific client in
order to create a request, put them on a wait list or find them an
appointment. When the “Select” check box for a family member
is chosen, the “Create Request,” “Find Appointment,” “Put
on Wait List,” and “NE Refusal” buttons are activated.
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Figure 2: “Appointment Request” Screen

. The “Create Request” button takes the user to the
“Appointment Request” screen for an appointment request
to be created. Up to three family members may be selected
at a time.

Ch 4, 400.4



Oregon WIC TWIST Training Manual December 31, 2005

‘—-f-‘ Appointment Scheduler - [A52205 - Group Education Classes]
File Edit “indow Help

(B 4+ - 2E 9F s @ S|P

AS2105 - Find Appointment

-|5election i

Clinic: [Harney Health Dept. [=1 Fram; [)5/26/2002 Tai I0f00f0000 Appk. Type: [GROLUP EDUCATION [=1
Topic:l |;| Class | Group:l |;l StaFF:l |;|

e ek : [T~} e [ | —

Open Appointments |

Appoinkment Fam | Gen, Topic Group) Lang Staff Manual|Select WIC ID Appt =
Date T Appt Class Match Schd Type

P [parzeizn0z po:4s am E Flo esting Testing {A: [fes Il - |[|cE -
5/Z6/2002 09:45 AM E Flo fcertifier pamtest  [fes Il - [|GE -
BI27[2002 09:45 AM E FJD esting Testing (A: [fes Il - [|GE -
/272002 09:45 AM E ﬁo fcertifier pamtest s [fes Il - |[|5E
Si28/2002 109:45 AM E Fdo esting Testing (Alies I || GE -
Sfz6/2002 [19:45 AM E ﬁo Fertifier pamtest  [res I ;"GE |;|
B/23(2002 [09:45 &M E o ‘esting Testing (&: ffes o ~||[=E -
B/29(2002 |9:45 &M E o [ertifier pamtest  fres o -||[=E -
8/30{2002 [09:45 AM E o ‘esting Testing (&: ffes o -||[=E -
8/30/2002 9145 AM E o [ertifier pamtest  fres o ~||[=E | -

Say e FErTanent Freferences | Bonk I Close)Cancel |
Eatmersiidarket | Erint &l FL's | Erint FL's |
| August 26, 2002 02:16:44 P | State User 03 | Harney CHD .

|Ready

RS epi SeRnay T Select Modues | (3 CAWINNTFrofi.| Y Corel WordPerte... | [ N 71028 218 PM
Figure 3: “Find Appointment” screen

3 Appointment _..

. The “Find Appointment” button takes the user to the
“Find Appointment” screen to schedule an appointment. Up
to three family members may be selected at a time to
schedule appointments for.

. The “Put on Wait List” button will take the user to a pop
-up screen to choose which wait list to place client on. Only
one family member at a time may be placed on the wait list.

. The “NE Refusal” button brings up a pop-up screen for user
to document participant refusal to attend a second NE contact.

2.4  The “Client Appointments” section displays scheduled
appointments for all the family members on WIC. From this area
an existing appointment can be rescheduled, and the user can view
the family’s appointment cancel/reschedule history. Past
appointments are archived off of this area 11 months after the
appointment was last modified.

. “Clinic” displays the clinic the appointment is scheduled in
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. “WIC ID” displays the ID number of the family member
scheduled. Data in this column can be resorted by clicking
on the column heading.

. “Appt. Date” displays the date of the scheduled
appointment. Data in this column can also be resorted by
clicking on the column heading.

. “Start Time” displays the start time of the appointment.

. If the local agency is using family precoding, the “Fam”
field will display an “F” in the appointment was scheduled
into a slot that was open for family coordination.

. “Topic” displays the class topic if the appointment type is
“GE.” (Group Education). If the appointment type is other
than “GE” this field will be blank.

. If the appointment type is “GE”, the title of the class will
display in the “Group/Class” field. If the appointment
type is “GS” (Group Screen) the real appointment type for
the group screen will display. If the appointment type is
other than “GE” or “GS” this field will be blank.

. If the user has indicated that an interpreter is needed for the
scheduled appointment the “Intr” field will display “yes.” If
an interpreter has not been indicated, the field will be blank.

. If an interpreter is required for the scheduled appointment,
the client’s spoken language will display in the “Lang”
field. If an interpreter is not required the field will be blank.

. “Mail Code” displays the client’s mail code for the month
the appointment is scheduled for.

. The “Status” field lists the current status of the appointment.

. “Actual Staff” is a drop down field that allows the user to

document appointment attendance by choosing the name of
the staff person who actually saw the client.

. When the “Select” box beside a specific appointment is
checked, the “Reschedule” button is activated. The
“Reschedule” button takes the user to the find
appointment screen to reschedule the appointment selected.
When an appointment is rescheduled the old appointment
information is captured in the “Cancel/Reschedule
History” and the appointment is re-opened for use.

J NOTE: Only current and future dates can be selected for rescheduling.
The “Cancel/Reschedule History” button takes the user to the

“Cancel/Reschedule History” screen which displays a six month
history of canceled and rescheduled appointments.
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Chapter 4: Appointment Scheduler
Section 4: Scheduling Appointments
Lesson: Special User — Group Scheduling

Objectives:

Upon completion of this lesson the user will be able to:
. set up and maintain group nutrition education classes; and
. create and maintain Group Screening appointments.

Overview:

Before you can use the Appointment Scheduler to make appointments for Group
Nutrition Education Classes and Group Screenings, you need to complete a few
‘background’ screens. Classes are set up under specific topics that come from the
topics table, which is maintained by the state. Classes are maintained through
base tables set up at the local level. You will also need to complete the “Class
Locations” table in order to identify where the classes will be held within your
agency.

The “Group Education Classes” screen allows the user to create or display
information pertinent to a class. Once this screen is completed and booked into
the Daily Clinic Schedule, clients can then be booked into the class either
automatically or manually.

“Group Screening” is a way to schedule a group of clients into one appointment
type and time frame. The “Group Screening” screen allows multiple clients to be
scheduled as a group appointment. This screen works very much like the “Group
Education Classes” screen.

Instruction:

Entering Class Locations

Class locations are entered here so when you are setting up your classes you are
able to select a location for the class from a drop down menu. The address you
choose when setting up your class is the address that will print on the client’s
appointment notice. We recommend that you put in an address for each site
where you teach classes, including your main clinic sites. If you choose not to do
this, however, the location for class will default to the address for the clinic the
class was set up in.

The starting point for this section is:
Appointment Scheduler = Tables = Class Locations
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Figure 1: “Class Locations” Screen

3 Appointment _..

. The screen is agency specific.

. The top part of the screen is labeled “Selection.” The “Agency” field
displays your local agency based on your log on.

. The bottom left side of the screen is labeled “Locations” and displays
information input from the “Location Details” section.

. The bottom right side of the screen is “Location Details.” This is where

you input information about the class locations.

1. Enter the “Location Name” for this class location in the
“Location Details” section.

. When you enter this screen, the cursor will already be located in
the “Location Name” field.

. Click on the “Insert Record” icon to create a blank row for the new
Class Location, if necessary.

. When you tab off the “Location Name” field, the system displays

this information in the “Locations” section.

J NOTE: To modify an existing location, you must first select that location on
the left side of the screen in the “Locations” sections by placing your cursor on
the location and clicking.
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6.

7.

Tab to the “Address” field and enter the address for this class
location.

. This address will be printed for the class address on the
appointment notices.

. Complete the address for the class location by entering the “City,”
“State,” and “Zip” fields.

. If left blank, the physical address for the clinic will print on class

appointment notices.

Tab to the “Phone” field and enter the phone number for this
location, if desired.

. If left blank, the client phone number for the clinic will print on the
appointment notices.

Tab to the “Effective Date” field and enter the date this
location is effective as a class location.

The system displays this information in the “Locations” section.

Tab to the “End Date” field, and enter the last date this
location is to be used as a class location.

Leave as 00/00/0000 if unknown. The system displays this information in
the “Locations” section.

Save.

Exit.

= Practice Activity #1:

Use the information from your Data Entry Document for this practice. You will
be entering information about Class Locations for your agency.

The starting point for this activity is:

S

Appointment Scheduler = Tables = Class Locations

Click the “Insert Record” icon to create a new blank row.

Enter the “Location Name.”

Tab to the “Address” field and enter the appropriate information.
Tab and enter the “City” and “Zip” fields data.

Tab and enter the “Phone” number.

Tab to the “Effective Date” field and complete.
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7. Save and exit.

Entering Nutrition Education Classes

The starting point for this section is:
Appointment Scheduler => Tables => Nutrition Education Classes

'—f-‘ Appointment Scheduler - [A50805 - Nutrition Education Claszes]
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Figure 2: “Nutrition Education Classes” Table

ES Appointment __.

. The top part of the screen is labeled “Selection.”
. The “Agency” field displays your local agency based on your log on.
1. Select the “Topic” for the nutrition education class from the

drop down list.

. The system will display any nutrition education classes previously
entered for this specific topic in the “Classes” section.
. If there are no education classes displayed in this section, the

system will provide a blank line for adding a new nutrition
education class.

. If necessary, click on the “Insert Record” icon to create a new line
for entering the new nutrition education class.
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2. Complete the fields in the “Classes” section.

2.1

2.2

23

24

2.5

2.6

“Clinic” designates in which clinic this class is being taught.
Select the clinic from the drop down list.

“Group/Class Code” is the unique code for this class. The user
enters the code which may be up to ten alphanumeric characters in
length.

The user must enter the “Class Title,” which is the descriptive
title for this class.

. You will want to use the appropriate language in this table
when setting up your classes since the class title prints
exactly as written on the class appointment notices.

“Duration (min.)” is the length (in minutes) of the class. This
field is used for informational purposes only. The actual duration
for the Group Education appointment type is assigned on the
Appointment Type Duration Table.

Select the “Language” in which the class is taught from the drop
down list.

“Frequency/Date” designates how often this class is taught at

the selected clinic. For example, “Two times per month” or “The
first and third Monday of the month.” This field is informational
only for staff scheduling the class.

3. Double click on the “Notes” field.

This field is in an inactive/display mode until you double click.
Double clicking will open the “Notes” pop-up.
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Figure 3: “Notes” Pop-Up

3 Appointment _..

You may enter free form notes about the class here.

Click “OK” to save the notes and return to the “Nutrition
Education Classes” screen.

Click “Cancel” to close the pop-up without saving any data.

4, Scroll to right to see the “Effective Date” field, which is used to
designate the first day the class is available for use on the Appointment
Scheduler. This field must be filled in.

5. Complete the “End Date” ficld only when the class is no longer going to
be used on the Appointment Scheduler, as it will prevent the class from
being able to be scheduled.

J NOTE: If a class has been de-activated by putting in an end date, but you now
want to start using the class again, you may change the effective date and delete
the end date. This will allow the class to once again be scheduled.

6. Save.

Once the “Nutrition Education Classes” data is saved, the “General Category
Recommendation” button in the lower right hand corner of the screen is activated.
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7. Click the “General Category Recommendation” button to bring
up the “General Category Recommendation” pop-up.
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Figure 4: “General Category Recommendation” Pop-Up

B2 Appointment __.

This pop-up allows you to select which categories are recommended for each
class.

J NOTE: Assigning recommended categories to a class here will cause those
classes most pertinent to a client’s category to list first when scheduling a client
into a class.

8. Select a category from the drop down list.
. The “Insert” and “Remove” buttons allow you to add more
categories or delete categories not recommended for this class.
. The “OK” button will save the information and close the pop-up.
. The “Cancel” button will close the pop-up without saving the
information.
9. Save.
10. Exit.
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= Practice Activity #2:

Use the information from your Data Entry Document for this practice. You will
be entering information about Nutrition Education Classes for your agency.

The starting point for this activity is:

1.

kW

8.
9.

10.
11.
12.
13.
14.

15.
16.
17.
18.

Appointment Scheduler => Tables => Nutrition Education Classes
Select the “Topic” for the nutrition education class from the drop down
list.

Click the “Insert Record” icon, if needed, to create a new line for your
class.

Select the “Clinic” for this class from the drop down list.

Tab to the “Group/Class Code” field and enter the code.

Tab to the “Class Title” field and enter the descriptive title for the class.
Tab to the “Duration (min)” field and enter the descriptive title for the
class.

Tab to the “Language” field and select the language from the drop down
list.

Tab to the “Frequency/Date” field and enter this data, if appropriate.
Tab to the “Notes” field and double click on this field to display the
“Notes” pop-up window.

Enter any applicable notes for this class.

Click “OK” to close the pop-up.

Tab to the “Effective Date” field and enter the effective date for this class.
Save.

Click the “General Category Recommendation” button to bring up the
“General Category” pop-up.

Select a “Category” from the drop down list.

Select any additional categories recommended for this class.

Click the “OK” button to close the pop-up.

Save and exit.

Next, we are going to work on setting up the classes and booking them into the
“Daily Clinic Schedule.” There are two ways to add a class into the daily clinic
schedule. One way is through the “Group Education Classes” screen, and the
other is from the “Daily Clinic Schedule” itself.

Booking a Group Education Class into the Daily Clinic
Schedule via “Group Education Classes” Screen

The starting point for this section is:

Appointment Scheduler = Scheduling = Group Maintenance = Group

Education Classes
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Figure 5: “Group Education Classes” screen

The top part of the screen is “Class Info” and is used to set up the classes at a
clinic location and to book the class into the “Daily Clinic Schedule.”

1. Complete the mandatory and optional fields in the “Class Info”
section.

1.1 Select the “Clinic” where the class is to be held from the drop
down list.

1.2 Tab to the “Topic” field and choose the topic for the class from
the drop down list.

1.3 Tab to the “Class Title” ficld and select from the drop down list.

1.4  Tab to the “Location” field. Once you have selected the location
from the drop down list, the address and phone number fields will
be filled in with the information you entered on the “Class
Locations” table.

. The “Location” field will default to the clinic location if
you don’t select a location here.
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1.5 Tab to the “Room #” field, and enter the room number where the
class will be held, if appropriate.

. The “Current Booked” fiecld displays the number of
clients currently scheduled for this class. This is filled in
by the system as clients are scheduled.

1.6  Tab to the “Maximum Capacity” field and enter the maximum
number of clients for attending this class.

J NOTE: Setting maximum capacity will indicate the total number of clients who
can attend the class. This number will need to be set approximately two times
higher than the number you really want to attend the class to take into account the
fact that all family members may have a class scheduled, and all will get class
credit, only the parent/guardian may actually attend.

J NOTE: When maximum capacity is reached you will receive an error message
when you attempt to schedule someone into the class. If you want to increase the
maximum capacity, you will need to go back into the “Group Education
Classes” screen and change it.

1.7 Tab to the “Notes” field and enter any free form notes for this
class. The field works the same way at the other “Notes” field
previously described.

2. Save.

J NOTE: If you are not ready to actually schedule the class to a specific date,
time and staff, you can stop here. In order to find a class that has been set up, but
not yet scheduled, a search screen can be accessed from this screen by clicking on
the “Open” icon.

3. Click the “Schedule Class” button to display the “Find
Appointment” pop-up.
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Figure 6: “Find Appointment” Pop-Up

3 Appointment _..

The “Find Appointment” pop-up is used to search for available times to book the
class into the “Daily Clinic Schedule.”

3.1 In the “Selection” section, the system displays the Clinic from
the “Group Education Classes” screen.

3.2  The “From” field defaults to today’s date, but you may change
this date to another date in the future.

3.3 The “To” field defaults to 00/00/0000, but you may enter a
specific end date on which the system should search the Daily
Clinic Schedule for available times.

3.4  The system displays the “Appt. Type” field as “group education”
this cannot be changed.

3.5 To restrict the available appointments search further, you may
complete these fields: Staff, Time Pref (select AM or PM),
DOW (Day of Week), Risk, Language.

3.6 Do not use Topic or Class/Group as sclection criteria.
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4. Click the “Find Appt.” button.

‘—-j-‘ Appointment Scheduler - [A5220S - Group Education Classes]

ile Edit “window  Help
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Figure 7: “Find Appointment — Open Appointments” Pop-Up

&8 Appointment .

. This allows you to find a time in which to book the class. The
system displays any available times for the class, based on the
selection criteria, in the “Open Appointments” section.

. Clicking the “Cancel” button closes the pop-up without
scheduling the class.

5. Click the “Select” checkbox corresponding to the desired date
and time slot for the class.

6. Click the “Book” button to book the selected time.

. If you do not want to continue with booking the class, click the
“Cancel” button to close the pop-up.
. When you click the “Book” button, the pop-up closes and the

following fields in the Class Info section of the “Nutrition
Education Classes” screen are now filled in: Instructor, Date
Held, Start Time, and End Time.

7. Save.
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JI NOTE: To schedule another class, click the “New Class” button. The screen
will clear allowing you to book the next class as previously described.

8. Exit.
= Practice Activity #3:

Use the information from your agency calendar for this practice. You will be
entering information about Group Education Classes for your agency.

The starting point for this section is:
Appointment Scheduler = Scheduling => Groups Maintenance = Group
Education Classes

1. Select the “Clinic” from the drop down list.

2. Tab to the “Topic” field and select the topic from the drop down list.

3. Tab to the “Class Title” field and select from the drop down list.

4. Tab to the “Location” field and select from the drop down list.

5. Tab to the “Room #” field and enter the room number, if appropriate.

6. Tab to the “Maximum Capacity” field and enter the maximum number for
this class.

7. Tab to the “Notes” field and enter any applicable notes.

8. Save.

9. Click the “Schedule Class” button.

10. On the “Find Appointment” pop up, edit the “From” and “To” dates if

needed.
11. Click the “Find Appt.” button.
12. Click the “Select” checkbox corresponding to the desired date and time for

this class.
13. Click the “Book” button.
14. Save.
15. Exit the “Group Education Classes” screen.

Booking a Group Education Class into the Daily Clinic
Schedule via the “Daily Clinic Schedule” screen

The starting point for this section is:
Appointment Scheduler = Scheduling = Daily Clinic Schedule
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‘—;-‘ Appointment Scheduler - [A51705 - Daily Clinic 5chedule]
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Figure 8: “Daily Clinic Schedule” Screen

1. Locate the GE appointment slot you wish to set up and book.

2. Double click the “Group/Class” field on the row in which the
GE appointment is located.

This brings up the “Group Education Classes” screen.
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'—‘:"‘ Appointment Scheduler - [A52205 - Group Education Clagzes]
File Edt “indow Help
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Figure 9: “Group Education Classes” Screen

3. Complete the mandatory and optional fields in the “Class Info”
section.

4. Save.

5. Exit the screen by clicking the “Exit” icon, which returns you

to the “Daily Clinic Schedule” screen.

6. Click “Yes” on the pop-up to update the schedule with the
class that you have just set up.

Clicking “No” means the class will not be scheduled.

© See Job Aid “Making a Group Education Appointment.”

Booking a Group Screening

This function is similar to booking “Group Education Classes,” only you are
booking appointments for Group Screenings (sometimes called “group
certifications”) rather than group classes. We are going to work on setting up
group screenings and booking them into the “Daily Clinic Schedule.”
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The starting point for this section is:
Appointment Scheduler = Scheduling = Group Maintenance = Group
Screening

'—j-‘ Appointment Scheduler - [A51905 - Group Screening]
File Edit “indow Help
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Figure 10: “Group Screenlng” Screen

The top part of the screen is “Group Info” and is used to set up the screening at a
clinic location and to book the class into the “Daily Clinic Schedule.”

1. Complete the “Group Info” section.

1.1 Select the “Clinic” where the screening is to be held from the drop
down list.

1.2  Tabto “Group Screening Type” and enter appointment type
from the drop down list.

1.3 The “Language” field is a drop-down window that allows you to
select the language in which the appointment will be conducted
once the appointment has been booked using the “Schedule”
button, which is discussed later.

1.4 Tab to “Room Number” and enter if desired
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1.5  The “Appt. Date,” “Start Time,” and “End Time” ficlds
display the date and times for which the appointment is scheduled.
These fields are filled in by the system once the class is booked.

1.6  Tab to “Location Name” and select location from the drop down
list.

1.7  The “Current Booked” field displays the number of clients
currently scheduled for this appointment. This is filled in by the
system as clients are booked.

1.8  The “Primary Staff” field displays the name of the primary staff

person assigned to this appointment once the appointment is
booked.

1.9  Tab to “Maximum Capacity” and enter the maximum number of
clients that can attend this screening.

J NOTE: Setting maximum capacity will indicate the total number of clients who
can attend the screening.

J NOTE: When maximum capacity is reached you will receive an error message
when you attempt to schedule someone into the screening. To increase the
maximum capacity, you will need to go back into the “Group Screening”
screen and change it.

1.10 Tab to “Notes” and enter any notes applicable to this screening.
2. Save.

J NOTE: If you are not ready to actually schedule the group screening to a
specific date, time and staff, you can stop here.

J NOTE: In order to find group screenings that have been set up, but not yet
scheduled, a search screen can be invoked from this screen by clicking on the
open folder icon in the top tool bar.

3. Click “Schedule” button. To display the “Find Appointment”
screen.
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‘—-f-‘ Appointment Scheduler - [A52205 - Group Education Classes]
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Figure 11: “Find Appointment” Pop-Up

3 Appointment _..

3.1  Inthe “Selection” section, the system displays the Clinic from
the “Group Screenings” screen.

3.2 The “From” field defaults to today’s date, but you may change
this date to another date in the future.

33 The “To” field defaults to 00/00/0000, but you may enter a
specific end date on which the system should search the Daily
Clinic Schedule for available times.

3.4  The system displays the “Appointment Type” field as “group
screen” this cannot be changed.

3.5 To restrict the available appointments search further, you may
complete the remaining fields: Class/Group, Staff, Time Pref
(select AM or PM), DOW (Day of Week), Risk, Language.

4. Click the “Find Appt.” button.
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‘—-f-‘ Appointment Scheduler - [A51905 - Group 5creening]
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Figure 12: “Find Appointment-Open Appointments” Pop-Up

. This pop-up allows you to find a time in which to schedule the
screening.

. The system displays any available times for the screening, based
on the selection criteria, in the “Open Appointments” section.

. Clicking the “Cancel” button closes the pop-up without scheduling

the screening.

5. Click the “Select” checkbox corresponding to the desired date
and time slot for the screening.

6. Click the “Book” button to book the selected time.

. When you click the “Book” button, the pop-up closes and the
following fields in the Class Info section are now filled in: Primary
Staff, Appointment Time, Start Time, and End Time.

. The “Secondary Staff” button is also now activated.

. If you do not want to continue with booking the screening, click
the “Cancel” button to close the pop-up.

7. Click the “Secondary Staff”’ button.
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This pop-up allows you to select other staff members to be assigned to the
screening appointment.

‘—-f-‘ Appointment Scheduler - [A51905 - Group 5creening]
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Figure 13: “Secondary Staff” Pop-Up

8 Appointment .

8. Select a staff member from the drop down list.

. The “Insert” and “Remove” buttons allow you to add more staff
members, if available, or delete staff members not needed for this
screening.

. The “OK” button will save the information and close the pop-up.

. The “Cancel” button will close the pop-up without saving the
information.

9. Save and Exit.

J NOTE: To schedule another screening, click the “New Screen” button. The
screen will clear allowing you to schedule the next screening as previously
described.

J NOTE: To delete a screening that has not yet been booked, use the “Delete
Screen” button. Once a screening has been booked, however, the “Delete

Ch 4,401.20



Oregon WIC TWIST Training Manual November 15, 2011

Screen” button is no longer enabled. To delete a booked screening, you must go
to the Daily Clinic Schedule and change the GS appointment type to clear the
scheduled screening.

J NOTE: Group screening appointments will not show up in reports, such as the
Productivity or Show Rate reports.

J NOTE: You will not be able to print vouchers from the “Group Screening”

screen.

= Practice Activity #4:
Use the information from your * Activity Sheet for this practice.

The starting point for this section is:
Appointment Scheduler = Scheduling = Groups Maintenance = Group

Screenings.

1. Select the “Clinic” from the drop down list.

2 Tab to the “Group Screening Type” field and select the appointment type
from the drop down list.

3. Tab to the “Room #” field and enter the room number, if appropriate.

4, Tab to the “Location” field and enter the location, if desired.

5. Tab to the “Maximum Capacity” field and enter the maximum number for
this screening.

6. Tab to the “Notes” field and enter any applicable notes.

7. Save.

8. Click the “Schedule” button.

9. On the “Find Appointment” pop up, edit the “From” and “To” dates if
needed.

10. Click the “Find Appt.” button.

11. Click the “Select” checkbox corresponding to the desired date and time for

this screening.

12. Click the “Book” button.

13.  Click the “Secondary Staff” button.

14. On the “Secondary Staff” pop-up, select any secondary staff to be
assigned to this screening.

15.  Click “OK.”

16. Save.

17. Exit the “Group Screenings” screen.
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v” Skill Check:

Using your Data Entry Document, complete the nutrition Education Classes table
and set up your Group Nutrition Education classes as completely as you can.

& Notes:
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Chapter 4: Appointment Scheduler
Section 4: Scheduling Appointments
Lesson: Schedule Appointment Now

Objectives:

Upon completion of this lesson the user will be able to:
o navigate to the Appointment Scheduler from the Intake functional area and
schedule a client two different ways.

o use the “Family Appointment Record” to schedule an appointment.
o schedule an appointment from the Daily Clinic Schedule

o recognize the different appointment types available in TWIST; and
o distinguish between generic and specific appointments.
Overview:

You are in the middle of completing a certification, and you need to make an
appointment, or on the phone prescreening a potential client and also want to
book an appointment for them at the same time. What do you do? Well, with the
help of fast paths or a push button on your screen, the TWIST Appointment
Scheduler is just a click away! Let’s review a few possible situations when you
might need to quickly schedule an appointment and see how easily you can do it.

The Job Aid at the end of the chapter outlines the many ways that you can
schedule an appointment in TWIST.

© See Job Aid “How to Make an Individual Appointment”
for more information.

Instruction:

Scheduling an Appointment from Enrollment & Intake

There are two different ways to schedule an appointment from Enrollment &
Intake. One is through “Applicant Prescreening” and other is through
“Enrollment”.

The starting point for this section is:
Client Processes = Enrollment and Intake = Applicant Prescreening
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%5 Client Processes - [CPO0S - Applicant Prescreening State ID:2350418 Name:Manion, New Client DOB:09/01/1939]
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Figure 1: “Applicant Prescreening - WIC Intake” Screen

1. Retrieve the client for whom you wish to make an
appointment.

2. Click “Create Appt./Request” button.
This will take you to the “Family Appointment Record” screen. The

Family Appointment Record allows you to see all the appointments for the
entire family. It is the most important screen for appointment scheduling.

“-:i’?.Appointmenl Scheduler - [A52405 - Family Appointments]
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Figure 2: “Family Appointments” Screen
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3. In the “Family” section, click the “Select” checkbox
corresponding to the client for whom you want to make an
appointment.

) When you click the “Select” checkbox, the “Create Request,”
“Find Appt.,” “Local Print Month” and “Put on Wait List”
buttons are activated.

J If you need to see more information on the client, double click on
the WIC ID.

4. Click the “Find Appt.” button to view the “Find Appointment”
pop-up.

f‘;f_?nppnintment Scheduler - [AS2: =2 5[
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Figure 3: “Find Appointment” Pop-Up

o In the “Selection” section, “Clinic” will default to the clinic you
are currently in. You can change this by selecting a different clinic
from the drop down list.

o The system defaults the “From” date to today’s date, but you may
change this to any date in the future.
o The “To” date should be entered if there is an end date for which

you need to limit the search. This may be left at the default
“00/00/0000” if no end date is needed. If you have a large number
of appointment templates already scheduled, it is better to put in an
end date, so the system can respond more quickly to your query.

o You may enter any other selection criteria, if desired, for “Appt
Type,” “Staff,” “Time Pref.,” “DOW.,” or “Interpreter”.
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© See Job Aid “Appointment Types” for more
information.

J “Language” refers to client language preference. This field does
not need to be filled in unless you want the client to have an
appointment in a different language from their spoken language
indicated in the Client Primary. In other words, this field works as
a language “override” of the language listed in the Client Primary.

o If you have selected the appointment type of group education
(GE), you may select the “Topic”. You may select the
“Class/Group” if you have selected an appointment type of
either group education (GE) or group screening (GS).

J The system will display the client’s risk level in the “Risk” field if
the client is already enrolled in WIC. If you are coming from
prescreening, this field will be blank. The risk level is modifiable
and 1s used to match the client to the appropriate staff person based
on risk level.

. If you want to save “Time Pref.,” “DOW?” or “Staff” preferences
in the client’s record for future appointments, click the
“Permanent Preference Change” button.

o Click the “Cancel” button to close the pop-up without making an
appointment.

5. Click the “Find Appt.” button at the bottom of the pop-up
screen.

4 Appeintment Scheduler - [AS2205 - Gioup Education Classes]

Eile Edit “virdow Help

|8+ — |sH | 0®F s @ 2

AS52105 - Find Appointment
[selection ]
Clinic: [Harney Health Dept., M| From: fi3j26/2002 To: 00j00/0000 Appt. Type: [GROUR EDUCATION =l
Topici [ [=] class ¢ Group: | || Staff; [ =l
Time pref: [ [v] Dow: | [=] risks [ 7] tanguage: [ =1
Open Appointments ]
Appointment: Fam| Gen. Tapic Group] Lang Staff Manual| Select] WIC 1D appt |2
Date T Appt Class Matchi Schd Type
P [os/z6/2002 [p2:4s am E | ‘esting Testing (& [res I ~|[cE -
Bl26/2002 [19:45 AM E fio feertifier pamtest  fres r ~[[cE ~
B/27/2002 0245 AM E l‘\lo ‘esting Testing (A [fes r - |[cE -
8/27/2002 02045 AM E l‘\lo ertifier pamtestp [fes r - |[GE -
B/2B/2002 [02:45 AM E a0 [resting Testing (aifres r ~|[cE -
BZB[Z002 [0%:45 AM E fio ertfier pamtest  fres r ~[[cE -
B29/2002 [19:45 AM E fio [Testing Testing (A fres r ~[[cE -]
B/29/2002 0245 AM E l‘\lo ertifier pamtest  [fes r - |[cE -
8/30/2002 02:45 AM E l‘\lo esting Testing (A [fes r - |[GE -
B/30/2002 [02:45 AM E a0 fertffier pamtest fres r ~|[cE |
Save Permanent Preferennes, | £ Find Appt. =| Book | CloseCancel |
Eatmers Market || [ Bt alErs | ErintRiE |
| August 26, 2002 02:16:44 PM | State User 03 |Hamey CHD

|Ready

el covmarne | B Seiect Wndue: |[EAppointment | (3G WINNT Profl. | B Corel wordPerte.. | [§ N 21 216 P
Figure 4: “Find Appointment” Pop-Up
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o This displays the open appointments that meet the selection
criteria.

o The “Appointment Date” displays the date of the available
appointment.

J The “Appointment Time” displays the start time of the
appointment.

J The “Fam” field will display an “F” if this appointment is

restricted to coordinated family appointments times. Most agencies
will not be using this feature.

o The “Generic Appt Type” field displays the generic
appointment type if the appointment found is included in a generic
type.

o The “Topic” field will be populated with the topic only when this
appointment is for a GE (group education) class. (See Notes)

. The “Group/Class” field will be populated with the
corresponding class or group code if this appointment is for a GS
(group screening) or GE appointment.

o The “Lang Match” field displays a “Yes” if the language needs
of the client match the language skills of the staff member. A “No”
indicates that there is not a match between the client and the staff
member’s language. You can still, however, book the appointment
with that staff and the appointment will display in the Family
Appointment record with a “Yes” in “Interpreter” and the
language needed.

J The “Staff” field displays the staff member’s name.

. The “Manual Schd” field displays a “Yes” if the appointment
must be scheduled manually. A “N0” means that the appointment
may be scheduled using the automatic scheduler. The default is
“No”.

. The “Select” checkbox is used to select the appointment for
booking. You can un-select an appointment by clicking this box
again before you book the appointment.

J The “WIC ID” field will display the client’s WIC ID number once
the “Select” checkbox has been marked for the appointment.

o The “Appointment Type” field displays the appointment type
that will go in the client’s record.

6. Check the “Select” checkbox next to the desired appointment.

J The system fills in the “WIC ID” field with the client’s ID number.

. The “Book” button becomes activated.

J If a generic appointment type (AA, RR or NN) is selected, you
must choose a real appointment type to fill the slot.
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7. Click the “Book” button to schedule the appointment and
close the pop-up.

o The client appointments section of the family appointments screen
is now populated with the scheduled appointment information. The
information is automatically saved.

% Appointment Scheduler - [A5240S - Family Appointments] I —18] x|
File Edit ‘window  Help

|8+ — =9 | 0% s @52

Selection |
’—‘WI[ ID: [i0833502-01 Name: fHowe, Speciawoman Risk: | Language: | Timeprefl:[  pow:[
~[Pending Requests [Family ]
Clinic|  WICID  |Marth »:ppt Topic Gcr‘uupﬂ ;im? oW | Inkr |Language ;U’SS REL Select] M
E ass rel Cl USE e
P bz |ossssoz-or Mar wlj = [ 1| TR F
z [0833502-0L IOV [GE  [sh FRULTS AND VEGETABL es I — Ezz;:gzig; al
|z Pposmssoe-nz pov RE M FRUITs Ao vEGETARL s o mE u
[Pz poezsstzoa e R es r e | m
Create Request || Find Appt.
Find ppaintment | [adify Request | PLt O Wit List
[ Client i |
Clinic|  WICID Appt start | Appt Topic Group | Intr | Lang | Mail | status | Actual |Select
Dats Time | Type Class Cods Staff
Moz posassoz-oi fion4eo02 pasoan jeo | s English [P sH [||[cruz, md=] [
10 |0833502-01 [I0/22/2002 [12:00 PM [GE  [GEMERAL NLTRITICFRUITS AND WEGETABLE: P [BK_|T -
" |2 fszEsizaz [iof7a002 [olian P e IGENERAL NLTRITIFRUITS AND VEGETABLE: P [EX [ -]
" [z fosmie0 [iomeme [oien P e GENERAL NLTRITE FRUITS AND VEGETABLE: P [BX |7 -]
: 2 [0833502-04 fi0rz4n002 [o:s0 AM L P [EK = -]
feschedls | CancelfRe-scheduls Histary |
|Ready | January 14, 2003 10:48:10AM [ Barbara Howe |'washington CHD

o] @@L ® || D e S B Kv | BB s | REGONHED o
Figure 5: “Family Appointments” Screen

“Client Appointments” Section

o The “Clinic” field lists the clinic where the appointment is to be
held.

J The “WIC ID” field displays the ID number for the scheduled

client.

o The “Appt Date” field lists the date of the appointment.

. The “Start Time” field lists the scheduled start time for the
appointment.

o The “Appt Type” field lists the specific appointment.

o The “Topic” field will display a topic if this is for a group
education class.

. The “Group/Class” field will display the group or class title if
this appointment is either a group education class or group
screening appointment.

J The “Intr” field will display “Yes” if an interpreter is needed or
“No” if one is not needed. See Figure 5: “Family Appointments”
Screen for an example.
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The “Language” field will display the language for which an
interpreter is needed, if “Yes” is displayed in the “Intr” field.
The “Mail Code” indicates where the client’s FIs will be printed.
This field is display-only and based on what was entered in the

The “Status” field lists the current status of the appointment.
The “Actual Staff” field is used when documenting appointment

attendance so the staff person who actually saw the client can be

The “Select” checkbox is used for rescheduling appointments.

[ ]
[ ]
client’s intake record.
[ ]
[ ]
captured.
[ ]
This is discussed in another lesson.
8. Exit.

Now that we know the first way to schedule a client through Enrollment and

Intake, let’s take a brief look at the other way.

The starting point for this section is:

Client Processes =@ Enrollment and Intake = Enrollment

3 Client Processes - [CPOGOS - Enrollment State ID:2350992 Name:Howe, Noweight I == x|
File Edt ‘indow Help
B+ - |sEH|2% tB@|S 2
Selection |
WIC ID: 1053750102 Name: Howe, Howeight DOB: I5/15/1981  WIC Cat.: [WOMAR, PREGNANT Tr.Type:b_
Income Eligibilty ¥ |wiC take v | WICHates |
| Income Eligibility |
Calculate Income For: [FAMILY =] Eroof of ID: [RIRTH CERTIFICATE ~]  Proof of Residency: [EANK STATEMENT/BANK CHECK] = |

Mo In Family: 3 Unborn Counted: a
Food Stamps: [YES [~ Oregon Health Plan: [VES [~

Income Frovider | Interval | amount |

New Income Date: [10/18{2002
TANF: [VES [~ Elighility Pending:[~ Elighility Pending Date:

Source |  Proofofincome | Monthly | annual |

| o
) | 3 —

| — [l

Totals: I 0.00 0.00

Coar Sereen | Averaging |

hange Transaction Type | DEtermine Eligibility:

|Ready

| January 14, 2003 11:00:26 A

oo | 6 W %) ® || @ S | KT |

| Barbara Howe | ashington CHD

E3c... @G@ON%QE 11:00 AM

Figure 6: “Enroliment” Screen

1. Click on the “open” icon to retrieve your client.
2. Fast Path to “Family Appointments”.
3.

Schedule the appointment as outlined earlier in the lesson.
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= Practice Activity #1:

Use the information from your * Activity Sheet for this practice.

The starting point for this activity is:
Client Processes = Enrollment and Intake = Prescreening

1. Click on the “Open” icon to open the “Client Search” pop-up and return to
the “WIC Intake” screen with your client.
2. Click on the “Create Appt./Request” button to go to the “Family

Appointments” screen.
3. Click the “Select” checkbox corresponding to your client’s WIC ID
number.
Click the “Find Appt.” button to bring up the “Find Appointment” pop-up.
Enter the desired “Selection” criteria.
Click the “Find Appt.” button to display the open appointments.
Locate the desired appointment and click the corresponding “Select”
checkbox.
Click the “Book” button.
0. Exit.

Nowhe

*

Scheduling an Appointment from Daily Clinic Schedule

The starting point for this section is:
Appointment Scheduler = Scheduling = Daily Clinic Schedule

1. In the Daily Clinic Schedule, select the clinic and date where
you want to schedule the client.

2 Appointment Scheduler - [A51705 - Daily Clinic Schedule]

Fle Edt windo Help

|+ - cH| 0% |t e = 2|

| Mach2003 3| election | BN Assigned Name |
Su Mo TuWe Th Fr Sa | I Jrertifier 1

- 1 Clinic: [Mctinrwille [*] Date: 31772003 _ﬁtmamnaw
23456738

41011 12113 14 15

711920 21 2 Display Schedule | Eevzneauen| Cliric Appointments |

2% 2%5B7 WA

Assigned Kame: lCertiﬁEr 1 Lk

Nen Client -
7 == =
[pom e | G| - s 2
9:25 M panam || Fz || [ (| [ves[=lfor [=I[ 1= 54|
9:50AM [0 aM || I [ (e == ~[ErEAK |
| [mooan [ozoan R T= o [=[cP [~ = =
[ro:20 aM[10:40 AM R~ o [=j[cp [ - -
D [RC_ =] o [ZI[oF = = =
(15 AM 1155 am E =] ves[=][oP [ - -
| [ [zaemm C_ 1= - - | ] =
[fz:45 P pLas P GE [~ ves[=j[oP [~ - -
— — =

|Fready | March 05, 2003 01:3835 FM | Susan Greathouse | 5alud Medical Center

st | Ero. | S | B | Wi | e | 2o | Kve | B B [ NHROR
Figure 7: “Daily Clinic Schedule” Screen
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2. Select an open appointment time.

3. If you know the client’s WIC ID number, enter that number in
the WIC ID field for that appointment time.

J NOTE: Remember you can double-click on the WIC ID number in the Daily
Clinic Schedule to display the name, category and date of birth of the client.

4, Tab to the Appointment Type field and select the correct
appointment type for that client’s appointment. You may need
to adjust the start or end times for the appointments before
and after if the appointment type you select doesn’t match the
appointment length in the schedule.

/A NOTE: If you do not know the client’s WIC ID number, you can click on the
open appointment slot and then use the Fast Path to go to the Client Primary and
retrieve the client you are trying to schedule. As in Step 4 above, you may need to
change the Appointment Type and adjust the appointment start and end time so
that times do not overlap.

&% Appointment 5cheduler - [AS1705 - Daily Clinic $chedule]
File Edit “indoy Help

|+ - =@ 0% | s m@al= |2

<| March2003 5| election p_ Assigned Name |
Su Mo Tu We Th Fr Sa | B JFertfier 1
_— Clinic: [McHinrwille [+] pate: p3ji7izo03 Piettian krape
23456873 [G0105 - FastPath |
3 10 11 12 13 14 15 —_[Fast Path Options —
1617 18 18 20 21 22 Display Schedul —
33 24 25 26 27 26 29 Destination |
] __|[RaliFer an Appuintment
_|[callFor an Appointment{Spanish)
Assigned Mame: W (Client Master Search
Start Erd  [Fam| WICID amily Appoinkments Erus | Actual Hon Clisnk | =
| | Time Time: lotice for Individual Appointments Staff Activik:
[esoan pesoam | | ofice For Indhvidual Apporkmentslepanah] [ [¢ =]
| pmsoan peioam [ = = |
v [ || 15—
| Jpsesam paanam | jpoezisoz-os _ = J_| - T \J
9:50 M flosooam [ - vi EREAK
oo am fronam [ RC [~[ [ [ | to [r[or =] | |
irisam frssam [ RA|| [ [ | [res[=][or T+ [=Il |
s am fzsem [ M| [ | [ = I=l ={[LuncH M|
iz:as5Pm  praasem [ ER|| [ | [ ves[=|[or [=]| | v|_|
DOpen Fast Path Window | March 05, 2003 01:42:31 PH [ Susan Greathouse | Salud Medical Center
3 Stant |J Eve.. | Bew.. | @i | Ei.| Ewic.. 9Tw..| B wo.| Blsel. ||[ESan... \ N M@ (R 1:42PM

Figure 8: Fast Path from “Daily Clinic Schedule” Screen

5. Click “Save” to save the scheduled appointment.

< Tips and Shortcuts:

You can also schedule a client directly by starting in the Family Appointment
record and retrieving the client for whom you are scheduling an appointment. The
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process for scheduling an appointment is exactly the same once you reach the
“Family Appointment Record” screen, no matter how you get there.

You can reach the “Family Appointment Record” to schedule a client from:

o the “Applicant Prescreening” screen using the “Create Appt./Request”
button,

o the “Enrollment” screen using the fast path,

o the “Nutrition Education Plan” screen using the “Schedule Appointment”
tab, and

o the Appointment Scheduler module under “Scheduling”

- Practice Activities:

The starting point for this activity is:
Appointment Scheduler = Scheduling = Daily Clinic Schedule

1. Select the date and clinic where you want to schedule your client’s
appointment.

Click on the WIC ID field on the time of the appointment.

Click on the Fast Path icon and select “Client Master Search”.
Find yourself in the Client Master and click “Return with Client”.
Adjust the appointment type to “F1".

Save and exit.

v” Skill Check:

SAINANE e

Now you are going to get a chance to put this new scheduling knowledge to the
test!

Use the information from your * Activity Sheet for this practice.

1. Prescreen a client that does not yet exist, and make an appointment for
their certification appointment from the “Applicant Prescreening” screen.
Make up the client information.

2. Print out the “Family Appointments” screen for this client after you have
booked the appointment.

& Notes:
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Chapter 4: Appointment Scheduler

Section 4: Scheduling Appointments

Lesson: Scheduling a Client into a Group Nutrition
Education Appointment

Objectives:

Upon completion of this lesson the user will be able to:
. schedule clients into group nutrition education appointments.

Overview:

Scheduling and maintaining group appointments are important elements of WIC
business. Federal regulations require that WIC clients be offered nutrition
education contacts. Classes can be easily scheduled and maintained within the
TWIST system using the same basic functionality that applies to scheduling
individuals and families.

Instruction:
Reviewing the “Group Education Classes” Screen
The starting point for this section is:

Appointment Scheduler = Scheduling = Group Maintenance = Group
Education Classes
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'—:"‘ Appointment Scheduler - [A52205 - Group Education Classes]
File Edit ‘“indow Help

(B4 - =@ 0% | % 2@|s|

_l Class Info !
Clinic: |Escort LI Topic: [GEMERAL MUTRITION LI Class Title: |[FAMILY MEAL TIMES LI
Instructor: Ellie Excellent Language: English Date Held: W
Location: I LI Roomi#: I— Skart Time: IW
Address: Current Booked: 6 End Time: W
Maxirnurm Capacity: [ 15
City: l— Motes:
state:[ |— ]
Phone: I - WeleteElazs | Mew Clazs Schedule Class
ﬂ Elass]List i ™ Display FI Print Information
WIC IO | Mame | Phore Mumber | Status |
J]D?53316-01 }Qshland, Ay C | SO - 995 - 9933 |BOOKED |
JJD?53316-02 }Qshland, Andrew I 503 - 995 - 9933 IBOOKED ;I
Jju?saoog-m Payton, Datla C | oO3 - 262 - 6398 |BOOKED =]
Jjo?s:fms-m Fossil, Fred C 'l:@ | 503 - 673 - D071 |BOOKED =
J]D?SSZ?S-DI Fheyenne, Chiristina C | 505 - 290 - 1192 |BOOKED |
530?532?5-02 kheyenne, Christopher I 503 - 290 - 1192
Farmers i ark.et Eligibility | Farmers Market |szuance | Family Summary Screen | Frint &l Fl's | Frint Selected Fls

|5ave | Movernber 29, 2005 12:37:04 PM | Suzan Greathouse | Ford | famnet_train ¢/ famnet_practics

iﬂﬁlalll“ o & B G 5 | @Nov | B wior., |.M|cr | 2] Micr.. | i - WN%;H&W@WW 12:37 PM
Figure 1: “Group Education Classes” Screen

. There are two parts to this screen: “Class Info” at the top, which displays
information about the Group Education Class, and “Class List,” which
displays information about those clients scheduled to attend the class.

. The “Class Info” section is completed by the scheduling person in your
local agency and booked into specific appointment slots on the “Daily
Clinic Schedule.” You will know that this has been done when you see
both the “Topic” and the “Group/Class” fields are filled with text.

. After the class is scheduled in the “Daily Clinic Schedule,” clients can
then be booked into the class.

When you are using the “Group Education Classes” screen for scheduling, you
will be using the “Class List” part of the screen, but let’s briefly review the “Class
Info” section so you know what information is available.

. The “Clinic” field will display the clinic at which the group education
class will be held.

. The “Topic” field indicates the topic of the class.

. The “Class Title” indicates the name of the class.

. The system displays the “Instructor” field with the name of the staff

person assigned to this class.
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. The “Language” field displays the language in which the class will be
taught.

. The “Date Held,” “Start Time,” and “End Time” fields will display
the date and times for which the class is scheduled.

. The “Location” field displays the location of the class. If this is blank,
the location will be the same as the physical address of the clinic where
the class is scheduled.

. The “Address,” “City,” “State,” “Zip,” and “Phone” fields display the
corresponding data for the class location site.

. The “Room #” field displays the room number where the class will be
held, if available.

. The “Current Booked” fiecld displays the number of clients currently
scheduled for this class. This is filled in by the system as clients are
scheduled.

. The “Maximum Capacity” field displays the maximum number of

clients for attending this class. When booking clients, if the number of
clients in the “Current Booked” field exceeds the number entered as the
maximum, the system will display a message to prevent over booking.
The “Maximum Capacity” may then be increased by the person in charge
of scheduling, if desired, to accommodate more clients in the class.

. The “Notes” field shows any notes entered relating to this class.

J NOTE: The “New Class” and “Schedule Class” buttons are used by your
scheduling person to book the Group Education class in your agency’s “Daily
Clinic Schedule” screen.

Scheduling a Client in a Group Education Class

There are three different ways to book clients into group education classes by
using: 1) the “Group Education Classes” screen, 2) the “Daily Clinic Schedule”
screen or 3) the “Family Appointment Record” screen.

The starting point for this section is:
Appointment Scheduler = Scheduling = Group Maintenance = Group

Education Classes

1. Click the “Open” icon to display the “Select Group Education

Class” pop-up.

. This pop-up allows you to search for any scheduled group
education class.

. There are two sections to the pop-up: “Selection” and “Results.”
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‘—-f-‘ Appointment Scheduler - [A52205 - Group Education Classes]
File Edit “indow Help

(B 4+ - 2E 9F s @ S|P

—[Class Info |
-Felection i
Clinic: {Harney Health Dept, - Topic: *|  Class Title: | =1
Inskructor: | Language: | Date Held: lJD,l’DD,l’DDDD
Results |
pic Class Title Language | Dake Held Lacation Marme Start Time | End Time I;I
LIPPLEMEMTIMNG ¥OUR BF INFANT  EMGL 1z)28/2001 weet Harney Hospital 5130 AM 9:15 AM
LIPPLEMEMTIMNG ¥OUR BF INFF\Nm MGl 1/0zf2002 larney Cormmunity Center 9:05 &AM |10:05 AM
— LPPLEMEMTIMG ¥OUR BF INFANT  EMGL 1f0z{z2002 9:35 &M |10:35 AM |
—E EANING MGEL 1/03/2002 945 AM  [10:45 AM |
EANING MGL 1/04/2002 9:05 AM [10:05 AM
N EEDING YOUR NEWEBORN-SPANISE 5PN 1j07 /2002 9:35 AM [10:35 AM
LIPPLEMEMTIMNG ¥OUR BF INFANT  EMGL 3f06/2002 9:35 &M |10:35 AM
Ly EALTHY HOLIDAY COOKING MGl 307(2002 9:35 &M |10:35 AM
LPPLEMEMTIMG ¥OUR BF INFANT  EMGL 3f19(2002 larney Cormmunity Center 10:35 &M [11:35 &M
LUPPLEMENTING YOUR BF INFANT  EMGL 3j21/2002 9:35 AM [10:35 AM
LUPPLEMENTING YOUR BF INFANT  EMGL 3f25/2002 9135 AM I35 AaM
5 b
Mew Search | Retrieve | 6] I Cancel |
Eatmersiidarket | Erint &l FL's | Erint FL's |
| = | August 27, 2002 01:11:41 P | State User 03 | Harney CHD .
pen

EEA.

T Aug Sand o] S S| Sk e e | R N2 2w 5, @5 1:11PM
Figure 2: “Select Group Education Classes” Screen

2. In the “Selection” section, enter data into the fields on which
you wish to search for a group education class.

. Adding more information in the “Selection” section fields will give
you more limited results.
. You must enter at least the clinic name to search for a class.

3. Click the “Retrieve” button.

4. Locate the desired group education class and double-click on
that line.

. Once you double click on the appointment line, the pop-up will
close and return you to the “Group Education Classes” screen with
the “Class Info” data populated.

. If clients have already been booked into this class, their names and
corresponding information will be shown in the “Class List” section.

J NOTE: You may also click once on the desired appointment line and then click
the “OK” button to close the pop-up and return to the “Group Education Classes”
screen.
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7.

Click the “Insert Record” icon to create a new row for
scheduling a client to this group education class.

There are two ways to enter the client information into the class:

5.1

52

Save.

Enter the client’s “WIC ID” and tab to the “Status” field.

The system displays the client’s “name” and “phone number” in
the corresponding fields. The system defaults the “Status” field to
“booked.”

If you do not know the client’s ID number, you can fast
path to client master search, search for and return with
the client.

The client will then be retrieved directly into the class.

Notice that the “Current Booked” field in the “Class Info” section
has been updated to include the client you just scheduled for the
class.

To continue booking other clients for this same group education
class, tab off the “Status” field to create a new client row.

Exit the “Group Education Classes” screen.

J NOTE: The “Farmers Market Eligibility”, “Farmers Market Issuance,”
and “Family Summary Screen” are all used when the class is held and are
explained in detail in other lessons.

The “Display FI Print Information” checkbox, “Print All Fls,” and “Print
Selected Fls” buttons have been temporarily disabled.

= Practice Activities:

Using your * Activity Sheet, follow the steps below to schedule your client to a
group nutrition education class.

S

Click on “Appointment Scheduler.”

Click on “Scheduling.”

Click on “Group Maintenance.”

Click on “Group Education Class.”

Click the “Open” icon.

In the “Selections” section, enter the corresponding data from your
activity sheet.
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>

10.
11.

12.
13.

Click the “Retrieve” button.

Double click on the class designated on your activity sheet.

Click the “Insert Record” icon to create a new client row in the “Class
List” section.

Enter the “WIC ID” number.

Tab to the “Status” field and keep the “booked” status entered by the
system.

Save.

Exit the “Group Education Classes” screen.

Congratulations! You have scheduled your client to a Group Nutrition Education
Class!

Scheduling a Client into Group NE via the “Daily Clinic
Schedule” Screen

The “Group Education Classes” screen may also be accessed from the “Daily
Clinic Schedule.”

The starting point for this section is:

Appointment Scheduler = Scheduling = Daily Clinic Schedule

‘—-_':-‘ Appointment Scheduler - [AS1705 - Daily Clinic Schedule] I == x|

File

Edit Window  Help

(B + - [ @ |o® | s 2m|[3]?]
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Figure 3: “Daily Clinic Schedule” Screen
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1. Double click in the “Group/Class” field corresponding to the
desired group education class.

This will take you directly to the “Group Education Classes” screen. You
can then schedule the client as previously outlined.

J NOTE: When the “Group Education Classes” screen is accessed this way it is
not necessary to search for the class you want. You are already there!

Scheduling a Client in a Group Education Class via the
“Family Appointment Record” Screen

The starting point for this section is:
Appointment Scheduler = Scheduling Family Appointments = Family
Appointment Record

1. Using the “Open” icon, search for and return with the client to
the “Family Appointment Record” screen.

2. Select the WIC ID number of your client by clicking on the
select box.

3. Select the “Find Appt.” button which will take you to the “Find
Appointment” screen.

Please refer to the “Schedule Appointment Now” lesson for more
information on this screen.

4. Under the “Appointment Type” field, select “Group Education”
from the drop down list.

5. Click on the “Find Appt” button.

All group education classes with openings will be listed under the “Open
Appointments” section of the screen.

6. Select the class by clicking on the select box.
The client’s WIC ID number will auto-fill.

7. Click on the “Book” button.
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You will be taken back to the “Family Appointment Record” and the class
appointment you just made will be visible under the “Client’s
Appointments” section.

J NOTE: You can only schedule one family member at a time into a group NE
class from the “Family Appointment Record” screen, even if it for the same class.

v” Skill Check:
Use your * Activity Sheet for this practice.

The client needs to be scheduled into a group nutrition education class on the
topic of “General Nutrition.”

Print out the blank “Group Education Classes” screen before you schedule the
appointment and then print out the screen again after you have scheduled the
appointment.

& Notes:
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Chapter 4: Appointment Scheduler
Section 4: Scheduling Appointments
Lesson: Handle Walk-In & Overbook Appointments

Objectives:

Upon completion of this lesson the user will be able to:
o schedule walk-in clients in the “Daily Clinic Schedule.”

Overview:

Making a space in the clinic schedule for walk-in appointments is a common WIC
occurrence. TWIST allows you to book a walk-in appointment or add a necessary
space in a busy schedule, while at the same time, keeping track of and reporting
the number of walk-in appointments!

Let’s go to the “Daily Clinic Schedule” and see how to handle a walk-in client.
Instruction:

How to Format a Lesson

The starting point for this section is:
Appointment Scheduler = Scheduling = Daily Clinic Schedule
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Figure 1: “Daily Clinic Schedule” Screen
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NOTE: Please refer to Chapter 4, Lesson 202 Daily Clinic Schedule for more
detailed instructions on the “Daily Clinic Schedule” screen.

In the “Selection” section, select the “Clinic” from the drop down
list.

In the “Calendar” section, click on the number corresponding to the
day on which you wish to schedule the walk-in appointment.

To move the calendar forward or backward by month, use the arrows in
the left and right hand corners of the calendar.

Click the “Display Schedule” button.

The “Assigned Name” section displays the list of staff names assigned
to the schedule for that date.

Click on the desired staff person’s name to view their schedule for
the day.

Search for an open appointment slot in the lower half of the screen.

If there is a blank row on the “Daily Clinic Schedule,” signifying an
open appointment slot, you may use this time slot to schedule the walk-in.
If there are no open slots, you must create one.

Click on the “Insert Record” icon to create a new row.

You will then need to enter the “Start Time” field for this appointment
time.

Set the “End Time” of the appointment just before the one you are
creating so that it is the same as the start time of the
appointment you are creating.

This is done so the new appointment does not start before the one before it
ends.

Enter the client’s “WIC ID” number.

If this is a new client, you will first need to complete the client
demographics and prescreening data for them in order to get a temporary
WIC ID number.
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Tab to the “Appt Type” field and select the appointment type from
the drop down list, if needed.

o If this is a newly created schedule row, you must select an
appointment type from the drop down list

o If you are using an existing slot, and it already has the correct
appointment type in the field, there is no need to change it.

o If the appointment type field is populated, but the appointment

type is not correct, select the correct appointment type from the
drop down list

o When an appointment type is selected, the end time will auto fill
based on the duration of the appointment as defined in the
appointment types duration table.

Adjust the “Start Time” for the appointment that begins after the one
you are creating.

o This is done so the next appointment does not start before the one
you are creating ends.
o If you are adding the appointment to the end of the day, there will

be no next appointment.

Tab to the “Status” field and select “WI (Walk In)” from the drop

down list.

o The “Walk In” status means the same thing as “Kept.”

o Using the “Walk In” status instead of “Kept” allows the system to
track and report on the number of Walk In appointments done in
the clinic.

In the “Actual Staff’ column, you can select the name of the staff
person if you know who will be seeing this client. Otherwise,
this can be left blank and the staff will document this later on
the Family Appointment Record.

Save and exit.

“Refresh” to see the appointment on the “Family Appointment
Record” screen.

J4 NOTE: Be sure and leave the status as “Walk-in” rather than “Show,” so
that your agency can track the number of walk-ins. If you change the status to
“show” there is no way to distinguish between clients who had a scheduled
appointment and those who did not.
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v” Skill Check:

Now that you have reviewed the “Daily Clinic Schedule” screen and practiced
how to add a walk-in appointment, it’s time to give it a try on your own! Go to
today’s “Daily Clinic Schedule” screen and add in a walk-in appointment for an
existing client. When you are done, make a screen print of the “Daily Clinic
Schedule” screen showing your scheduled appointment.

& Notes:
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Chapter 4: Appointment Scheduler
Section 4: Scheduling Appointments
Lesson: Scheduling Group Screening Appointments

Objectives:

Upon completion of this lesson the user will be able to:
o schedule clients into group screening appointments.

Overview:

Group screening appointments, sometimes called “group certifications”, are often
used to screen and certify a group of WIC eligible clients who all belong to the
same category. This group process often allows for the processing of more clients
than could be done by scheduling individual appointments for them. This is
especially true for clients new to WIC who need an orientation to the program.

Group screening appointments can easily be scheduled with the TWIST system
using the same process as for other appointment types. Let’s look at the “Group
Screening” screen and see how easy it is!

Instruction:
Reviewing the “Group Scheduling” Screen
The starting point for this section is:

Appointment Scheduler => Scheduling = Group Maintenance = Group
Screening
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‘—':-‘ Appointment Scheduler - [AS1905 - Group 5creening]
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Figure 1: “Group Screening” Screen
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. There are two parts to this screen, “Group Info” at the top, which
displays information about the Group Screening appointment, and
“Group List,” which displays information about those clients
scheduled to attend the appointment.

. The “Group Info” section is completed by the scheduling person
in your local agency and booked into specific appointment slots on
the “Daily Clinic Schedule.”

When you are using the “Group Screening” screen for scheduling, you will be
using the “Group List” part of the screen, but let’s briefly review the “Group
Info” section so you know what information is available.

1. Review the “Group Info” section.

1.1 The “Clinic” field indicates the clinic at which the screening
appointment will be held.

1.2 The “Group Screening Type” ficld displays the type of
group screening appointment (e.g., new child certification, new
pregnant woman certification, etc.)
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1.3

1.4

1.5

1.6

1.7

1.8

1.9

1.10

1.12

1.13

The “Language” field is a drop-down window that allows
you to select the language in which the group screening will be
conducted.

If applicable, “Room Number” shows the room in which the
appointment will be held.

The “Appt. Date” field displays the date on which the
appointment is booked.

“Location Name” lists the location for this appointment.

The “Current Booked” field displays the number count of
clients already scheduled for this appointment. As you
schedule clients for this appointment, you will notice the
number changes accordingly.

The “Start Time” field displays the time this appointment
starts. This comes from the “Daily Clinic Schedule” screen.

The “Primary Staff” field displays the name of the staff
person who is scheduled as the primary staff person for this
appointment.

The “Maximum Capacity” field lists the maximum number
of clients who should be booked for this group appointment.

The “End Time” field displays the time this appointment is
scheduled to end.

The “Notes” field shows any notes entered relating to this
screening appointment.

The buttons to the bottom right of the “Group Info” section,
“New Screen,” “Schedule,” and “Secondary Staff” arc
all used by the person setting up and scheduling the screening
appointments.

Scheduling a Client in a Group Screening Appointment

The starting point for this section is:
Appointment Scheduler => Scheduling = Group Maintenance = Group

Screening

1. Click the “Open” icon.
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This displays the “Select Group Screening” pop-up.

‘—':-‘ Appointment Scheduler - [AS1905 - Group 5creening]
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Figure 2: “Select Group Screening” Pop-Up

J This pop-up allows you to search for any scheduled group
screening appointments.
o There are two sections to the pop-up: “Selection” and

“Results.”

In the “Selection” section, enter data into the fields on which
you wish to search for a group screening appointment.

o The more information you enter in the “Selection” section fields,
will give you more limited results.
. You must use at least one field from the “Selection” section on

which to search.
Click the “Retrieve” button
Double click on the appropriate screening appointment.

o Once you double click on the appointment line, the pop-up will
close and return you to the “Group Screening” screen with the
“Group Info” data populated.
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J If clients have already been booked into this screening
appointment, their names and corresponding information will be
shown in the “Group List” section.

J NOTE: You may also click once on the desired appointment line and then
click the “OK” button to close the pop-up and return to the “Group Screening”
screen.

5. Click “Insert”

This creates a new row for scheduling a client to this screening
appointment.

6. Enter the client’s “WIC ID”

If you do not know the client’s WIC ID, you can fast path to client master
search, find and return with your client.

7. Tab to the “Status” field.

o The system displays the client’s “Name,” “DOB,” and “Phone
Number” in the corresponding fields.
. The system defaults the “Status” field to “booked.”

8. Save.

o Notice that the “Current Booked” field in the “Group Info”
section has been updated to include the client you just scheduled
for the appointment.

o To continue booking other clients for this same screening
appointment, tab off the “Status” field to create a new client row,
or click the insert icon.

/A NOTE: You cannot print vouchers from this screen. In addition, data from
this screen does not appear on productivity or show rate reports.

0. Exit.
X Tips and Shortcuts:

The “Group Screening” screen may also be accessed from the “Daily Clinic
Schedule” screen by double clicking in the “Group/Class” field corresponding to
the desired group screening. When the “Group Screening” screen is entered this
way it is not necessary to search for the screening you want. You are already
there!
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= Practice Activities:

Using the information on your * Activity Sheet, follow the steps below to
schedule your client to a group screening appointment.

The starting point for this activity is:
Appointment Scheduler = Scheduling = Group Maintenance = Group

Screening

1. Click the “Open” icon.

2 In the “Selections” section, enter the corresponding data from your
Activity Sheet.

3. Click “Retrieve.”

4. Double click on the screening appointment designated on your Activity
Sheet.

5. Click “Insert.”

6. Enter your “WIC ID”” number.

7. Tab to the “Status” field and select the status from the drop down list.

8. Save.

9. Exit the “Group Screenings” screen.

Great job! You have scheduled your client to their Group Screening appointment!
v” SKill Check:

You are now going to schedule a client into a group screening. For the purposes
of this activity, you are a WIC clerk. The person to your right will be your client.
She is trying to make an appointment to put herself back on WIC. She is pregnant
and will be scheduled into a group screening for pregnant women. Do a screen
print of the screen that shows your client has been scheduled successfully. Good
Luck!
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Chapter 4: Appointment Scheduler
Section 5: Rescheduling
Lesson: Special User — Mass Rescheduling

Objectives:

Upon completion of this lesson the user will be able to:
. identify and explain the purpose of mass rescheduling; and
. perform a mass reschedule.

Overview:

In every WIC clinic, circumstances arise where you might need to reschedule all
the clinic appointments for a day or for a specific staff member. The mass
reschedule functions of TWIST allow you to handle these issues in one screen.
The screen is clinic-specific which allows you to reschedule either an entire day’s
worth of appointments for a clinic or to reschedule all of the appointments from
one staff member to another for any specific day.

Instruction:
Mass Rescheduling Appointments
The starting point for this section is:

Appointment Scheduler = Scheduling = Manual Scheduler = Mass
Reschedule

% Appointment 5cheduler

File  Scheduling WaitList Tables Output “window  Help
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Cancel
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Figure 1: “Mass Reschedule” Pop-Up
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Select the “Clinic” for which you wish to perform a mass
reschedule.

Tab to the “Source Date” field and enter the date from which
the appointments are to be rescheduled.

Tab to the “Source Staff ID” field and select the staff person
from whom the appointments are to be rescheduled.

J This field is only used if you wish to reschedule a specific staff
member’s appointments.

. If this field is populated, the “Target Staff ID” field is also
mandatory.

. Once the “Source Staff ID” field is populated, the “Source
Name” field displays the staff member’s name.

4. Tab to the “Target Date” field and enter the date to
which the appointments are to be rescheduled.

The “Target Date” must be open and void of an existing schedule.

Tab to the “Target Staff ID” field and select the staff person to
whom the appointments are to be rescheduled.

. This field is mandatory if the “Source Staff ID” is populated.
. Once the “Target Staff ID” field is populated, the “Target
Name” field displays the staff member’s name.

Click the “OK” button to mass reschedule the appointments
and close the pop-up.

Click the “Cancel” button to close the pop-up without saving any
changes or rescheduling any appointments.

= Practice Activity #1:

The starting point for this activity is:

P

Appointment Scheduler = Scheduling = Manual Scheduler = Mass
Reschedule

Select the “Clinic” from the drop down list.

Enter the “Source Date” from which you wish to reschedule.
Enter the “Target Date” to which you wish to reschedule.
Click the “OK” button to reschedule the appointments.
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Replacing Staff Appointments

The starting point for this section is:
Appointment Scheduler = Scheduling = Manual Scheduler => Replace
Staff

7 Appointment Scheduler

Eille Scheduling MWat List Tables Output “Window  Help

= 2

AS52905 - Replace Staff
{Replace Staff [

vear [2002 [7]
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Figure 2: “Replace Staff” Pop-Up

1. Select the “Clinic,” “Month,” and “Year” from which you wish
to replace staff appointments.

2. Tab to the “From Staff” field and select the staff member
whose schedule you wish to replace.

Once this field is selected, the system displays all current and future
schedule dates within the selected month for this staff member.

3. Tab to the “To Staff” field and select the staff member to
whom you wish to assign the schedule.

. The assigned risk level of the “To Staff”’ person must be greater
than or equal to the assigned risk level of the “From Staff”
person.

. The “To Staff” person must not have an existing schedule for the

days you are rescheduling.

4. Double click on the first date you wish to reschedule.
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J The system moves the date from under the “From Staff” field to
under the “To Staff” field.

o You may repeat this action for as many days within the selected
month as needed.

o All appointments and non-client activities will be replaced for the
staff member.

. To move a specific date back to the “From Staff” person, double

click on that date under the “To Staff” fiecld.

5. Click the “Replace” button to reschedule the appointments
and close the pop-up.

Click the “Cancel” button to close the pop-up without saving any
changes or rescheduling any appointments.

- Practice Activity #2:

The starting point for this activity is:
Appointment Scheduler = Scheduling = Manual Scheduler = Replace

Staff

1. Select the “Clinic” from the drop down list.

2. Select the “Month” and “Year” from the drop down list.

3. Select the “From Staft” from the drop down list.

4. Select the “To Staff” from the drop down list.

5. Double click on the first date for which you wish to perform a staff
replacement.

6. Double click on the second date for which you wish to perform a staff
replacement.

7. Click the “Replace” button to perform the staff replacement.

v” Skill Check:

Now it’s your turn to do some mass rescheduling and staff replacement on your
own. Using your own clinic schedule, mass reschedule your appointments for one
day to the same day in the following month. Before you perform the reschedule,
make a screen print of the “Daily Clinic Schedule” you are going to reschedule.
After the mass reschedule has been completed, make a screen print of the new
“Daily Clinic Schedule” showing the appointments moved to the new date.

Then, you need to replace two days of appointments for one staff member in your
clinic, using the “Replace Staff” function. Make a screen print of the two days of
your staff member’s “Daily Clinic Schedule”, perform the replacement and make
a screen print of the two days “Daily Clinic Schedule” for the staff member who
took the appointments.
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& Notes:
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Chapter 4: Appointment Scheduler
Section 5: Rescheduling
Lesson 2: Rescheduling an Appointment

Objectives:

Upon completion of this lesson the user will be able to:

. understand the business rules related to rescheduling all types of
appointments; and

. reschedule an appointment from a variety of screens.

Overview:

Rescheduling client appointments is an every day occurrence in the WIC clinic
and TWIST makes the process quick and easy, and helps you keep records on the
rescheduled appointments.

Rescheduling an individual can be done in two ways. One way to do this is to
start in the “Family Appointment Record” screen and use the “Find Appointment”
button to find the client a new appointment. Another way is to select the schedule
of the staff person in the * Daily Clinic Schedule” screen. We will explore both
ways. There is also a “mass reschedule” function with the TWIST System that
allows you to move an entire clinic or staff person’s appointments all at one time.
Mass rescheduling is covered in a different lesson.

Up to three family members who have coordinated appointments can all be
rescheduled at the same time, and the system will find blocks of appointments for
you to choose from in order to reschedule all the family members.

Instruction:

Rescheduling an Appointment from the “Family
Appointments” Screen

This is the preferred method for rescheduling an appointment. Using this screen
for rescheduling allows the user to search for the appointment by client name
rather than knowing the exact date and staff member assigned to the appointment.
It also gives the user a chance to look at other family member appointments and
requests.

The starting point for this section is:
Appointment Scheduler = Scheduling = Family Appointment Record

Ch4,501.1



Oregon WIC TWIST Training Manual December 31, 2005

1. Find your client and return with them to the “Family
Appointment Records” screen.

2. In the “Client Appointments” section, locate the appointment
you wish to reschedule, and check the corresponding “Select”
checkbox.

The “Reschedule” button is activated. If you need to get more client
information, double-click in the “WIC ID” field to view the “Client
Information” pop-up.
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Figure 1: “Family Appointments” Screen

3. Click the “Reschedule” button to bring up the “Find
Appointment” pop-up.
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Figure 2: “Find Appointment” Pop-Up

4. In the “Selection” section, select the “Clinic” from the drop
down list and enter any other needed selection criteria.

. The system defaults the “Clinic,” “Appt. Type,” and “Staff”
fields in the “Selection” section to the same values as the
appointment being rescheduled.

. To change these values, click on the corresponding drop down list
and select the new value desired.

5. Click the “Find Appt.” button.

6. Locate the appointment date, time and type to which you wish
to reschedule to.

7. Click the “Select” checkbox that corresponds to the desired
appointment.

. The system fills in the “WIC ID” field with your client’s ID
number and the “Book” button is activated.
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. If the appointment type chosen is a generic appointment type, you
must use the drop down in the “Appointment Type” field to
select the real appointment type you want in the client’s record.

8. Click the “Book” button to schedule the appointment for this
client and return to the “Family Appointments” screen.

. The new appointment is displayed in a separate row with the
“Status” of “BK (booked).”

. The rescheduled appointment row is cleared on the “Daily Clinic
Schedule” screen and the “Status” changes to “OP (Open).”

. The rescheduled appointment is captured in the client record under
the “Cancel/Reschedule History” button, which is now
activated.

. The system changes the “Status” ficld of the rescheduled
appointment to “RS (Rescheduled).”

9. Save.
10. Exit.
X Tips and Shortcuts:

Up to three family members can be rescheduled at the same time. To accomplish
this, in the “Client Appointments” section, click the “Select” checkbox
beside each appointment you wish to reschedule. Follow steps 3 through 10 above
to reschedule appointments.

In the “Selection” area of the “Find Appointment Screen” DO NOT use
appointment type as a selection criterion. Since you are rescheduling
multiple appointment types, you do not want to limit your search.

Once you select an appointment, the WIC ID of client 01 will fill into the
“WIC ID” field. Use the drop down in this field to choose the correct
participant for each appointment.

If the appointment type chosen is a generic appointment type, you must
use the drop down in the “Appointment Type” ficld to select the real
appointment type you want in each client’s record.

Hit the “Refresh” icon if you don’t see your rescheduled appointment in
the “Family Appointment Record” screen.

Ch4,501.4



Oregon WIC TWIST Training Manual December 31, 2005

= Practice Activity #1:

Using the information on your * Activity Sheet, follow the steps below to
reschedule appointments for your client by using the Family Appointments
screen.

The starting point for this section is:
Appointment Scheduler = Scheduling = Family Appointment Records

1. Find and retrieve your client’s record and return with it to the “Family
Appointments” screen.

2. In the “Family” section, click the “Select” checkbox corresponding to
your client’s WIC ID.

3. In the “Client Appointments” section, locate the appointment you wish to

reschedule and click the corresponding “Select” checkbox.

Click the “Reschedule” button to display the “Find Appointment” pop-up.
Select the “Clinic” and any other needed selection criteria.

Click the “Find Appt.” button.

Locate the new appointment you wish to reschedule.

Click the corresponding “Select” checkbox.

After the system populates the “WIC ID” row with your client’s ID
number, click the “Book’ button.

10. Save.

1. Exit.

A N A

Rescheduling an Appointment from the “Daily Clinic
Schedule” Screen

The starting point for this section is:
Appointment Scheduler = Scheduling = Daily Clinic Schedule
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Figure 3: “Daily Clinic Schedule” Screen

& Appointment .

1. Click on the “Clinic” drop down arrow and select the clinic for
which you wish to view the schedule.

2. On the Calendar, select the date/month and year corresponding
to the date for which you wish to reschedule the appointment.

3. Click the “Display Schedule” button.

4, In the lower half of the screen, locate the appointment you
wish to reschedule.

. You may need to click on another “Assigned Name” to locate
the staff person assigned to this appointment.

. If you need to get more client information, double-click in the
“WIC ID” field to view the “Client Information” pop-up.

5. Click on the row corresponding to the appointment to be
rescheduled.
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6. Click on the “Reschedule” button, which is now activated.

The “Find Appointment” pop-up is displayed.
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Figure 4: “Find Appointment” Pop-Up

B2 Appointment __.

J NOTE: Please refer to the previous section, “Rescheduling an Appointment from the
Family Appointments Screen” for further instruction on the functions of this pop-up.

7. Reschedule the appointment in the same manner as you did
for “Rescheduling an Appointment from the Family
Appointments Screen.”

. The rescheduled appointment row is cleared and the “Status”
changes to “OP (Open).”

. On the “Family Appointments” screen, the new appointment is
displayed with the “Status” of “BK (booked).”

. The rescheduled appointment is captured in the “Cancel/

Reschedule History” area, for which the button is now activated.
8. Save.

9. Exit.
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X Tips and Shortcuts:

You can also use the “cut and paste” function in Windows to reschedule a client’s
appointment from the Daily Clinic Schedule. Simply put your cursor on the
client’s ID number in the Daily Clinic schedule and click on the “cut” or scissors
icon to remove that appointment. Then select the appointment slot where you
want to reschedule the client, click on the open WIC ID field, and click on the
“paste” icon. You may need to change the appointment type to fit with the
original appointment type for that client. You can “paste” the appointment to a
different time for the same date and staff, to a different staff person, to a
completely different date and staff, and even to another clinic within your agency.

J NOTE: When using this method to reschedule a client’s appointment, the
reschedule is not documented in the “cancel/reschedule history” pop-up. If your
agency needs to have clear documentation of this, you might choose not to use
this scheduling option. Also remember that you must “paste” the client into a
new appointment once you have “cut” out the old one, or the client will not be
scheduled anywhere.

= Practice Activity #2:

Using the information on your * Activity Sheet, follow the steps below to
reschedule appointments for your client from the “Daily Clinic Schedule” screen.

The starting point for this section is: Appointment Scheduler = Scheduling =
Daily Clinic Schedule

1. Select the “Clinic” from the drop down list.

2. Select the appointment date on the calendar.

3. Click the “Display Schedule” button.

4. In the “Assigned Name” section, click on the staff person assigned to the
appointment to view their schedule.

5. In the lower half of the screen, locate the appointment you wish to
reschedule.

6. Click on the row corresponding to the appointment to be rescheduled.

7. Click the “Reschedule” button to bring up the “Find Appointment” pop-
up.

8. Reschedule the appointment the same way as you did for “Rescheduling
an Appointment from the Family Appointments Screen.”

9. Save.

10.  Exit.
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v” Skill Check:

Now you are going to reschedule appointments for your client. You are the WIC
client and you already have several appointments scheduled. First, reschedule an
appointment from the “Family Appointments” screen. Then, reschedule an
appointment from the “Daily Clinic Schedule” screen. You will need to know
your appointment date and assigned staff person before you enter the Daily Clinic
Schedule, so make sure you note this appointment in the “Family Appointments”
screen if you do not already have this information.

Print out a “Family Appointments” screen print showing the rescheduled
appointment.

& Notes:
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Chapter 4: Appointment Scheduler
Section 5: Rescheduling
Lesson: Canceling an Appointment

Objectives:

Upon completion of this lesson the user will be able to:

. cancel a client’s existing appointment and/or appointment requests and
document status; and

. correctly identify and describe the “Appointment Status” field and codes.

Overview:

There are times in the WIC clinic that you need to simply cancel a client’s
appointment and not reschedule. The TWIST system allows you to quickly locate
the appointment, cancel it and keep a record of the cancellation in the client’s
appointment history.

There are also times when you will need to cancel an appointment request so the

Automatic Scheduler doesn’t needlessly schedule an appointment for a client who
does not need it. This is also easily done in TWIST.

Instruction:

Canceling an Appointment from the “Family Appointment
Record” Screen

The starting point for this section is:
Appointment Scheduler = Scheduling = Family Appointment Record
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Figure 1: “Family Appointments” Screen

1. Retrieve the client for whom you wish to cancel an
appointment.
2. In the “Client Appointments” section, locate the appointment

you wish to cancel, and click in the “Status” field.

2.1 The “Status” field displays the current status of the
appointment.
2.2 The Status codes include:

BK (Booked), which means the appointment has been
assigned to a client;

NS (No Show), which means the client missed their
appointment;

SH (Show), which means the client has kept their
appointment; and

CN (Cancel), which means that the appointment has been
canceled. This code can only be used if the appointment is
canceled prior to the scheduled appointment.
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3. Select “CN (Cancel)” from the drop down list.

You will see a pop-up explaining that cancel will clear the appointment from
client’s record and re-open it to the scheduler. A record of the cancel will be
kept in the client’s record in the “Cancel/Reschedule History” screen.

’—-f-‘ Appointment Scheduler - [A52405 - Family Appointments]
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Figure 2: “Cancel/Reschedule History” Screen
4. Save.
5. Exit.

Canceling an Appointment Request from the “Family
Appointment Record” Screen

The starting point for this section is:
Appointment Scheduler = Scheduling = Family Appointment Records

1. Retrieve the client for which you wish to cancel an
appointment request.

2. In the “Pending Requests” section, click the “Select”
checkbox on the request you wish to cancel.
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The “Find Appointment” and “Modify Request” buttons become
activated.

Click the “Modify Request” button.

The “Appointment Request” pop-up is displayed.
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Figure 3: “Appointment Request” Pop-Up

Click the “Remove” button.

The system will display the message, “Are you sure you wish to remove
this row?”

Click “Yes.”
The request is deleted.
Click “OK?” to return to the “Family Appointments” screen.

Exit.
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= Practice Activity #1:

Using the information on your * Activity Sheet, follow the steps below to cancel
appointments and appointment requests for your client by using the “Family
Appointment Record” screen.

The starting point for this activity is:

N —

3.

Appointment Scheduler = Scheduling = Family Appointment Record

Retrieve the client for whom you wish to cancel an appointment.

In the “Client Appointments” section, locate the appointment you wish to
cancel and click on the drop down list to change the status to “CN.”
Save, but do not exit the screen.

Now let’s practice canceling an Appointment Request!

1.

2.
3
4,

5.
6.

In the “Pending Requests” section, locate the appointment request you
wish to cancel and click the corresponding “Select” checkbox.

Click the “Modify Request” button.

Click the “Remove” button.

Click “Yes” to respond to the message, “Are you sure you wish to remove
this row?”

Click “OK” to save the cancellation.

Exit.

Canceling an Appointment from the “Daily Clinic
Schedule” Screen

The starting point for this section is:

Appointment Scheduler = Scheduling = Daily Clinic Schedule
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Figure 4: “Daily Clinic Schedule” Screen

B2 Appointment __.

J NOTE: Please refer to the “Daily Clinic Schedule” lesson for further
instruction on the functions for this screen.

1. From the “Clinic” drop down, select the clinic for which you
wish to view the schedule.

2. On the Calendar, click on the date/month and year
corresponding to the date for which you wish to cancel the
appointment.

3. Click the “Display Schedule” button.

4, In the lower half of the screen, select the appointment you
wish to cancel.

. You may need to scroll and/or click on another “Assigned Name”
to locate the staff person assigned to this appointment.
. If you need to view more client information, double-click in the

“WIC ID” field to view the “Client Information” pop-up.

5. Change the “Status” field to “Cancel.”
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This records the cancellation of the appointment in the “Cancel/Reschedule
History” screen, which is accessed from the “Family Appointment Record”
screen.
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Figure 5: “Cancel/Reschedule History” Screen

7. Save.

The system automatically changes the “Status” field from “BK (Booked)”
to “OP (Open).”

8. Exit.
= Practice Activity #2:

Using the information on your * Activity Sheet, follow the steps below to cancel
appointments for your client from the “Daily Clinic Schedule” screen.

The starting point for this activity is:
Appointment Scheduler = Scheduling = Daily Clinic Schedule

1. Select the “Clinic” from the drop down list.
2. Click the appointment date on the calendar.
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P w

N

Click the “Display Schedule” button.

In the “Assigned Name” section, click once on the staff person assigned to
the appointment to view their schedule.

In the lower half of the screen, select the appointment you wish to cancel.
Change the “Status” to “cancel.”

Save.

Exit.

v” Skill Check:

1.

You are answering the phones in the WIC clinic and a client calls to
cancel her appointment. Cancel her appointment and print the screen that
shows the appointment cancellation.

You are scheduling appointments in the “Daily Clinic Schedule.” You
accidentally schedule a client for the wrong day. Cancel her appointment.
Print the “Daily Clinic Schedule” screen before and after you cancel her
appointment.

& Notes:
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Chapter 4: Appointment Scheduler
Section 6: Attendance Documentation
Lesson: Documenting Appointment Attendance

Objectives:

Upon completion of this lesson the user will be able to:
. document appointment attendance for individuals and groups; and
. correctly define appointment scheduling terms.

Overview:

Maintaining an accurate appointment book is crucial to a well-run WIC clinic and
documenting appointment attendance is a major part of maintaining your
appointment book. Additionally, documenting appointment attendance will make
show rate reports accurate and will allow the clinic manager to run staff
productivity reports. In TWIST, documentation for individual appointment
attendance is done manually as part of the certification process.

At the end of the day all individual appointments that have not been documented
as “show” will be documented automatically as a “no show.”

Class attendance is documented as a group process on the “group education
classes’ screen, so individual records do not need to be accessed to document
class attendance. You can print clients Fls directly from the GE Class screen.

Group screening appointment attendance is documented in the same way as an
individual appointment, since certification documentation must be done on each
individual record. A group screening is sometimes referred to as a “group
certification.” You cannot, however, print Fls directly from the Group Screening
screen. You must go to the Family Summary Screen to print FIs from here.

Instruction:

Documenting Individual Appointment Attendance

The usual flow will be for the certifier to document individual appointment
attendance through the “NE Plan” screen as part of each
certification/recertification appointment.

The starting point for this section is:
Client Processes = Certification = NE Plan = Next Appointment
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‘—-f-‘ Appointment Scheduler - [A52405 - Family Appointments]

ile Edit “window  Help

Ei
(B 4 - 2E 0F s @ S|P
|

—| Selection |
WIC ID: [I0752522-01  Names [Manion, High Alitude Risk: [ Language: | Time Pref.: | DOW: |
~|Pending Requests |
Clinic WIC ID IMonth| Appt | Topic Group! | Time | DO | Inkr | Language | Auto |Select | WIC ID ISeIectI
Tvpe Class Pref Schd

» 'JD?52522-01 Il

(Create Request | Firvd | Bppt, |

EindlAppaintment I [adif Request Pt G S ait List |

_IEIienI: Appointments !
Clinic WIC ID Appt Start | Appt [Fam Topic Group f Intr | Language | Maill | Status |Select
Date Time | Tvpe Class Code
L 14 0752522-01 5232002 10500 AM F3 P Bk [~] [
| 14 0752522-01 Gf2272002 |09:35 AM F3 li} P Bk [~] [
| 14 0752522-01 3/22f2002 |09:45 AM fGE REASTFEEDIMG EEDING YOUR MEWBORN P Bk [=] [
_14 0752522-01 552172002 P05:00 AM F2 o P Bk |* I-
Eeschedile | Cancel/Re-schedule History |
| August 26, 2002 11:25:48 AM | State User 03 | Harney CHD .
|Ready i
PR S L TS Select Modu. | Y ESWINNTL.. | Y CorelwordP...| B sppointmert. | | @ NG 11:254M
Figure 1: Family Appointment Record
1. Using the “Open” icon, search for and return with the client for
whom you wish to document attendance.
. Normally you would have the client record open and this would

just be a continuation of the certification appointment.

2. Click the “Schedule Appointment” button which takes you to
the “Family Appointment Record.”

3. In the “Client Appointments” section of the screen, locate the
appointment for which you wish to document attendance.

4. In the “Status” field for this appointment, select “Show.”

5. In the “Actual Staff” field select the name of the staff person
who actually saw the client from the drop down list.

6. Save.

7. Exit “Family Appointment Record.”
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2 NOTE: Individual appointment attendance can also be documented by going
directly to the “Family Appointment Record” and retrieving the client. The clerk
may also “show” the client through the “Daily Clinic Schedule” and by selecting
the “Actual Staff” name if they know who will be seeing the client.

Documenting Attendance for a Group Education Class

The starting point for this section is
Appointment Scheduler = Scheduling = Group Education Classes

7 NOTE: Please refer to the “Schedule a Client into a Nutrition Education Group
Appointment” lesson for more detailed information about this screen.

1. Click the “Open” icon to search for and retrieve the class for
which you wish to document class attendance.

s » .
%7 Appointment S - 18] =]
File Edt ‘window Help
(B4 - =@ 0% | % 2@
_l Class Info !
Clinic: |Bronca ;I Topic: [GENERAL MUTRITICN ;I Class Title: [FAMILY MEAL TIMES LI
Instructar: Hallie Happy Lanquage: English Date Held: 59,1’23,1’2005
Location: I LI Rooma#: I Start Time: 58:00 AM
Address: Current Booked: 6 End Time: FQ:DD AM
IMaximum Capacity: 15
Ciky: I Motes:
Skake: I Zip: I -I
PhDHE:I - - Welete Eass | Mew Class I Sehedile Eass
- 1
ﬂ ElassIlist I % ™ Display FI Print Information
WIC ID | MName | Phone Mumnber | Status |
'JDD?IQDS-DZ '_exington, Lewvi Ford-Bronco-2 I 505 - 119 - 2992 IBOOKED LI
'JDD?IQDS-DI '_exington, Lexi Ford-Bronco-Z I 505 - 119 - 2992 IBOOKED ;I
'JDZDSSH-DI ISeaside, Samantha Ford-Bronco-2 I 541 - 983 - 0933 IBOOKED LI
|30205314-02 ISeaside, Sasha Ford-Bronco-Z I 541 - 933 - 0933 IBOOKED ;I
|30193328-Dl }Qshland, amy Ford-Bronco-Z | £O3 - 995 - 9933 |BOOKED =
> |30193328-02 }Qshland, Andrew Ford-Bronco-Z2 I 503 - 995 - 9933 IBOOKED ;I
Farmers Mark et Eligibility | Farmers Market lssuance | Farnily Surnmary Screen | Print Al FI's | Print Selected Flz
|5ave | September 19, 2005 02:23:.05 PM | Susan Greathause |Fard | famnnet_train / famnet_practice

s | 7 @ @G || @ @ s @1 @r Fw] B B [ ENMLEOPUUm 220pu

Figure 2: “Group Education Classes” Screen

2. Change the “Status” field from “Booked” to “Show” for all
clients listed in the “Class List” section who came to the
appointment.
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. Use the drop down list in the “Status” field to change the
attendance status to “Show.”
. It is not necessary to change the Status to “No Show” for those

clients who did not keep the appointment. This will be
automatically changed by the system during the End of Day
processes.

3. When you have finished documenting attendance for the whole class, click
the “Display FI Print Information” check box.

. A message saying “Calculating Fl Print Information” will
display while TWIST retrieves FI information. This process may
take up to a minute depending on the size of the GE Class.

. TWIST will display the date of the last month FIs were issued and
the number of printable FIs for each client in the class.
. The “Print FIs” checkbox will automatically be checked by the

system for each client whose status is “Show,” if they have
printable FIs within the next 3 months.

‘—-;-‘ Appointment Scheduler - [A52205 - Group Education Classes]

File Edit “indow Help

(B |+ - cE |0 & | & 2@ =

_[Class Info |
Clinic: [Bronca = Topic: [GENERAL NUTRITION =| Class Title: [FamILy MEAL TIMES =
Inskructor: '—Iallie Happy Language: F_nglish Date Held: ﬁg,f23,f2005
Lacatian: | | Roomm#: I Start Time: ﬁS:DD A
Address: Current Booked: (3 End Time: ﬁQ:DD AM
Maxirmurm Capacity: 15
Ciky: I Mokes:
Skake: I Zip: I I
PhDHE:I - . WeleteElazs | Mew Clazs I Schedule Class I
- 1
ﬂ Clas<]lisC I ¥ Display FT Print Information

WIC ID Mame Phone Mumber Stakus On | LasktDate |Printable| Print

FLPP? | Fls Issued Fls Fls

[poo71a08-02 [ exington, LeviFord-Branca-2 [ c03- 119 - 2992 [sHow =] I\"_ pojoojooon |2_ el

[poo71a08-01 Fexington, Lexi Ford-Bronco-2 [ [%503 119 - 2002 [sHow =] |v_ foafoofonan |3_ =

'JDZDSSH-DI ISeaside, Samantha Ford-Bronco-Z I S41 - 983 - 0933 ISHOW ;I IN_ PQ,I’DI,I?DDS |2_ F

B [i0205514-02 [Feaside, Sasha Ford-Eronco-2 [ c41- 983 - 0933 e - [V pomojooon. [T @

[po1s3328-01 fashland, Amy Ford-Bronco-2 [ =03 - 998 - 9933 [BookeD =] IN_ [r1jpijz005 |0_ i

[po153328-02 " fashland, Andrew Ford-Branco-2 [ o035 - 005 - 0933 [fookeD =] IN_ josf1/z005 |0_ i
Farmers b ark et Eligibility | Farmers Market |ssuance | Fanmily Summary Screen | Frint &l Fl's | Frint Selected Fls |

|Ready | September 19, 2005 02:40: 47 PM | Susan Greathouse | famnet_train £ famnet_practice

Astan| | ] @ @ ) || S| E] (] 7] ] K0 E2s[EA INHLEDPU T zapm
Figure 3: Fl Print Information
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4. Review any client’s Fl printing information by selecting the
client and clicking on the “Family Summary Screen” button at
the bottom of the screen.

. This allows you to verify the number of printable FIs for each
family member.
. If there is a discrepancy in the number of printable months

between family members in the class, see Chapter 5, Lesson 102,
Printing Fls — Printing from a Group Education Class and Chapter
3, Lesson 1100, Family Summary Screen for more information on
coordinating family appointments and printing FIs.

2 NOTE: Be sure to “Refresh” the GE Class screen if you have made any
changes in the Family Summary Screen before you print FIs.

5. Save and exit

v” Skill Check:

The “Group Education Classes” screen can also be accessed from the “Daily
Clinic Schedule” by double clicking on the “Group/Class” field in the row
the class you want is listed on.

& Notes:
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Chapter 4: Appointment Scheduler

Section 7: Correspondence

Lesson: Printing Appointment Notices (Special User and
Local Agency Training)

Objectives:

Upon completion of this lesson the user will be able to:

$ understand all types of appointment scheduler correspondence;

$ use the correspondence print definition screens

$ modify the content of appointment scheduler correspondence; and
$ print appropriate appointment notices.

Overview:

There are nine different appointment notices in TWIST. Some are letters, some
are postcards, and some are both. All are available in English and Spanish. Below
is a list of the different notices:

Letters

Notice for Individual Appointments

Notice for Group (GS) Code Appointments
Notice of Clinic Choice to Reschedule
Notice for Group (GE) Class Appointments

Postcards

Call for an Appointment

Postcard for Group (GE) Class Appointments
Postcard for Individual Appointment
Postcard for Group (GS) Code Appointments
Wait List Notification

. Each notice contains “text lines” which allow the local agency to
customize their appointment notices and send agency specific information
to their clients. This information is entered in the “Appointment
Notices” base table, which provides blank lines for each line of text that
is available for each specific appointment notice. The user will enter their
agency specific text onto the blank lines in the table, which will then
display on the specific notice.

. There are separate notices with Spanish text for each of the nine
correspondence types. Standard information is hard-coded in Spanish.
The user can then enter text information in Spanish as described above.
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. The appointment information (date and time) will pull from the system
automatically, as will the client information and the agency information.

. Bulk notices will print for up to four family members. If more than four
family members have an appointment an additional notice will be printed.

. If the appointment notice is for multiple family members, only the earliest
appointment time will print on the notice.

. Individual notices will only print for the individual client selected.

In this lesson you will learn how create the text for your appointment notices and
how to print appointment notices for both specific groups of clients and for
individual clients.

Instruction:

Understanding Appointment Correspondence Types

The starting point for this section is:
Appointment Scheduler = Outputs

1. Click on “Correspondence.”

-';fv"Appnintmenl Scheduler
File Scheduing Wwai List Tables VSRR \<néon Help

L

c.

[_[5]x]

Attendance Documentation [State] |
Aftendance D ocumentation History [Local Agency]

Letters »
&l erge
Daily Clinic Schedule PostCards »
Daily Incomplete Appointment Attendance Document
Group Appaintment Sign-Up List

Interpreter Needed Report

Mo Show Client Begister

Projected Individual Appointment Requests
Projected GE Requests

Refusal Rate for Second NE [Local Agency)

Refusal Rate for Second NE [State]

Register of Clients to Manually Scheduls

Dant Clinic Appointment Prep Report

Show Rate Repotls s
Uniiled Appointment
Wait Lists

| August 26, 2002 12:3355 P | State: Lser 03 |Hamey CHD

| Ready

el cove g | B8S et Modu. | ERCWNNTY.. | ESCAWINNTL | B Corslworck |[ERAppointm.. [ N R0 1233FM

Figure 1: “Correspondence” Drop Down Menu

There are three options, Letters, Mail Merge and Postcards. You
will learn about Mail Merge in another lesson.

There are two basic appointment notices: Letters and Postcards.
Some types of notices may be both a letter or a postcard.
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. You may select the type of notice that best meets your agency’s
needs.
. Specific text for each of these notices can be created by the local
agency.
2. Select “Letters” from the drop down list.
. There are four types of letters available: Individual Appointment,

Group Screening, Clinic Reschedule and Group Nutrition
Education Class.

. The letters are also available in Spanish.
3. Select “Postcards” from the drop down list.
. There are five types of postcards available: Call for an

Appointment, Group Nutrition Education Class, Individual
Appointment, Group Screening and Wait List Notification.
. The postcards are also available in Spanish.

4. Exit the menu.

Creating Text Messages for the Notices

Before appointment notices can be printed each local agency must create their
own unique message information for the notices. This in done in the
“Appointment Notices” base table. Both the English and Spanish text must be

entered for each type of notice.

The starting point for this section is:
Appointment Scheduler + Tables

1. Click on “Appointment Notices.”
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-';fv"Appnintmenl Scheduler - [AS4205 - Notices/Postcards]
File Edit “indow Help

@+~ [s@|ax sPh@d 7

~[pppointment Notices,Postcards |

ce Form | Hatice Type: Language | Text Line 1 Text Line 2 Text Line 3

er [Eroup Education Appoinment  English

er faroup Education Appainment Fpanish

er [Eroup Screen Appoinkment English

er [Eroup Screen Appaintment Epanish

er ndividual Appointment Enalish

er ndividual Appointrment Bpanish

er Feschedule Appointment English

&r Feschedule Appointment panish

card IZall for Appointment Enalish

card Izall For Appoinkment Fpanish

card  [aroup Education Appoinment  English

Card [Eroup Education Appoinment [Gparish

card faroup Screen Appoinkment Enaglish

card  [aroup Sereen Appointment Epanish

card ndividual Appointrment English

card ndividual Appointment Epanish

card 'ait: Lisk Motification Enalish .

card it List Motification Epanish e

K1 | i
= | August 26, 2002 12:36:22 P | State User 03 |Hamey CHD

eady

el oo g | B8t Hodu. | EXCWINNTY.. | ECAWINNTL. | B Corslworck |[ERAppointm.. [ NZA R 1236 P

Figure 2: “Appointment Notices” Base Table

. Each row represents a separate notice, either postcard or letter, in
either English or Spanish.
. Each notice displays a different number of open lines for text.
. Use the scroll bar at the bottom of the screen to move through the
lines.
. Use the down arrow key on the key board to move down the list.
2. Click in the appropriate “Text Line” field and enter your text.
. Each line on a letter may contain up to 50 characters.
. Each line on a postcard may contain up to 38 characters.
. Lines may contain both numbers and letters.
. Use the tab key to move to the next line.
. Be sure to enter text for the Spanish correspondence in Spanish.
3. Save and exit.

Printing Bulk Appointment Letters
Once the text messages have been created, you will be able to print notices.

The starting point for this section is:
Appointment Scheduler = Outputs
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1. Select “Correspondence” from the drop down list.

There are three options, Letters, Mail Merge and Postcards. You will learn
about Mail Merge in another lesson.

Select “Letters.”
3. Select the notice you want to print.

3.1 The “Correspondence Print Definition” pop-up is displayed.

This pop-up is the same for both Letters and Postcards.

3 Appointment Scheduler _ & x|
Fle Scheduing ‘waitList Tables Dutput 'window Help
E—— |
Comrespondence Print Definition
JCorrespondence Selected —— Daté Range J
"|Benanc Notice For A Individual Appotments | ‘ ’VDate Range: FromiRRef200z | Toiaizeran ‘
_Wait List Reason Code l—— _finic -
ait List Reason Code | setect | Clinic | select |
—
M-CALL WAIT LIST \arney Health Dept.
FON-CERTIFIED WWAIT LIST I— ailite Reservation l_
Select all Selact All
~ppointment Type | frppoi Status —
Appointment Type Description | select | il Appointment Status Description | sekect |
EV PREGRIANT WOIAN CERTIFICATION I QOKED [
[EW CHILD CERTIFICATION u 0 SHOW 'l
vy POST PARTUM WOMAKN CERTIFICATION I FHOW [
I
Select: All Select All
Cancel

| August 26, 2002 12:36:41 P | State: Lser 03 |Hamey CHD

| Ready

(el oo g | B8 ost Modu. | ERCWNNTY.. | ERCAWINNTL | B Corslworck |[ERAppointm.. [ N R0 1238 FM

Figure 3: “Correspondence Print Definition” pop-up

3.2 The “From” and “To” dates in the “Date Range” section are used
to indicate which range of dates of appointments you want to print
notices. The “From” and “To” date may be the same date when
printing only one day.

3.3  The “Wait List Reason Code” section is for the user to select a
wait list for which to print a “Wait List Notification” postcard.
Check “Noncertified” or “On Call” to indicate which wait list you
want to print notices for.

34 The “Appointment Type” section is for the user to indicate
what type of appointment(s) you want to print notices for. You
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may check multiple types of appointments or click the “Select
AllI” button to check all appointment types.

3.5 The clinic for which you want to print appointment notices is
selected in the “Clinic” section. You may select multiple clinics
or use the “Select All” button to select all clinics.

3.6  The status of appointments you want to print notices for is entered
in the “Appointment Status” section. You may select multiple
statuses or use the “Select All” button to select all statuses.

4. Click “OK” to process print parameters or “Cancel” to close
the pop-up.

The “Notice” window is shown, with the client, clinic and appointment
information displayed.

# Appointment Scheduler - [AS445R - Generic Notice For All Individual Appointments]

File Edit Wiew “window Help
B = |2 tm@i|r <« & 2]
[ Belection ]

Harney CHD

752518 J
To the Parent/Guardian of: [
Hawk, Winter

Ind. Appt. Engl. Line1
Text Line 2

Hawk, Winter

Hawk, Winter

Friday, August, 23, 2002

09:00 AM . hd
| £ugust 26, 2002 12:42:05 P | State Uzer 03 | Harney CHD

4
Fleady

1:!2‘E'Z‘T'Ulsﬁ‘\z‘:érghglfﬁ'g‘ﬁi‘ﬁm CACAWINN.. | CasawiNg..| BT Corel wor. | [EZ Appaint... W N AR 1242PM
Figure 4: “Appointment Notice Letter”

. Use the scroll bar on the right to view all the clients.
. The “First,” “Next,” “Prior” and “Last” icons in the top tool bar
may also be used to scroll through the clients.

+NOTE: If there are no clients who match the criteria entered a message will be
displayed stating no data was found.

5. Click the “Print” icon to print the notices.
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+NOTE: Letters will print on the laser printer selected as the default printer for
the workstation.

+NOTE: The client’s written language will be used as part of the selection criteria
for appointment notices. If you select a Spanish notice only clients whose
primary language is Spanish and who match the other criteria will be displayed
and printed.

6. Exit.

Setting Up The Postcard Printer Table

Before printing appointment postcards in a FLPP environment, you must set up
your Lexmark printer in the Postcard Printer table.

The starting point for this is:
Appointment Scheduler £+ Tables + Postcard Printers

=]
Filz  Edit ‘window
|+ -l s @S|
Postcard Printers |
Mame Swstern Identifier Effective Date |  End Date |
UTCLINIC (COLUMBIA) LEXMARK 2350 PLUS, WINSPOOL,LPT1: 11j04j2003 0000000
} POSTCARD PRINTER LEXMARK FORMS PRIMTER 4227 PLUS, WINSPOOL, NEC1: 19{17{2003 0f00f0000
ELIVS TEST PRINTER FSOB2-N52-565-Q1% - DHR-TREE 13/01/2005 0/00{0000

|5ave | Dctober 20, 2005 031446 PM | Susan Greathouse | Columbia CHD fammnet_tast / famnst

st | ) & B 3 5 || Bion | o] F o] Ko Es. | Bewn.| [ENABIOUOR a1ery
Figure 5: Postcard Printer Table

1. Type in a name for your Lexmark postcard printer in the first
column under “Name”. It can be something as easy as
“Postcard Printer.”

2. In the column under “System ldentifier”, copy exactly the
name for the Lexmark that appears in the printer settings on
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the desktop. Check with your technical support staff person if
you need further assistance in setting up this printer.

3. Click “Save” and Exit.
+ Note: Do not set the Lexmark printer as your default printer on your workstation.

Printing Bulk Appointment Postcards

The starting point for this section is:
Appointment Scheduler = Outputs

1. Select “Correspondence” from the drop down list.
2. Select “Postcards.”
3. Select the notice you want to print.
3.1 The “Correspondence Print Definition” pop-up is displayed.

This pop-up is the same for both Letters and Postcards.

- Appointment 5cheduler

File Scheduling Wat List Tables Output “Window  Help

Correspondence Print Definition

[Correspondence Selected D Dati Range -
Maenenc Natice For AllIndividual Appaintments | ‘ [Date Range: From: P8/26/2002  Ta: Pajzez002 ‘
_pwait List Reason Code ~[linic

| ‘Wait List Reason Cods | Select | Clinic | Select |
[-CALL WAIT LIST I jarney Health Dept. -
ON-CERTIFIED WAIT LIST r aiute Reservation [
Select: All Select All
 Bppointment Type | [ Status -
Appointment Type Description | Select | ﬂ | Appointment Status Descripkion | Select |
BV PREGRNANT WOMAN CERTIFICATION I OOKED I
[EW CHILD CERTIFICATION o IO SHOW |
EV POST PARTUM WOMAN CERTIFICATION [ 'SHOW I
Select Al Select Al
T Cancel

| £ugust 26, 2002 12:38:41 P | State Uzer 03 | Harney CHD

Ready
el cavgposr | BT alect Hodu.| CACAWINNTY.. | CHCWINNTA.. | Y CorelwarcP..|[EAppointm. . W) N0 1236 FM

Figure 6: “Correspondence Print Definition” pop-up

3.2 The “From” and “To” dates in the “Date Range” section are used
to indicate which range of dates you want to print notices. The
“From” and “To” date may be the same date when printing only

one day.
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3.3  The “Wait List Reason Code” section is for the user to select a
wait list for which to print a “Wait List Notification” postcard.
Check “Noncertified” or “On Call” to indicate which wait list you
want to print notices for.

3.4  The “Appointment Type” section is for the user to indicate
what type of appointment(s) you want to print notices for. You
may check multiple types of appointments or click the “Select
AllI” button to check all appointment types.

3.5 The clinic for which you want to print appointment notices is
selected in the “Clinic” section. You may select multiple clinics
or use the “Select All” button to select all clinics.

3.6  The status of appointments you want to print notices for is entered
in the “Appointment Status” section. You may select multiple
statuses or use the “Select All” button to select all statuses.

4. Click “OK” to process print parameters or “Cancel” to close
the pop-up.

The “Notice” window is shown, with the client, clinic and appointment
information displayed.

'-;‘ Appointment Scheduler - [AS470R - Call For An Appointment]
Exit Edit VWigw “window Help

||| B tmad | r na

’—geleztmn |

Zalud WIC Program
PO BOX 66
WOCODBUERI, OF 97071

Please call to make an appointment
$0 you can continue to recieve
WIC services for:

Tofi, Mommy

Phone hours: 9-11am, 3-dpm Q0R580 [}3
Call.  (503) $82-2006 Tofis. Motmy

Salud WIC Program 123 MAN

HILLSBORO OF §7124

Bring mcome, ID, address, diet

4l
|Ready | Detober 20, 2005 04:16:31 Pi | Susan Greathouss | Salud WIC Frogram famnet_test / famnet

Bs| | & WG || Sn | B Eoi| v | Bs. [[a. INHMRORGYO® asem
Figure 7: “Appointment Notice Postcard”
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+NOTE: If there are no clients who match the criteria entered a message will be
displayed stating no data was found.
5. Click the “Print” icon to print the notices.

6. Select your Postcard Printer from the drop down window.

4 Appointment Scheduler - [AS47 =l2] %]
Exit Ecit View Wirdow Help

B2 B 2Rl |4y vE

’—Qelectmn |

674 ﬁl

Multnornah CHD

MID COUNTY WIC
12710 E DIVISION ST
PORTLAND, OR 97236

You need to call for an appomntment
ar el ot racaine BT aaxt onanth
€3] 54955 - Select Postcard Printer

elect Printer
Printer: -

B DANS MICR TEST PRINTER =
DANS POSTCARD FRIMTER
Eccwicryr | S

C—'—'—ECC-WIC-FI-FNT-Z

Multnomah CHD' |e-c wic-rron BRE ST #G
MC-WIC-FI-FNT = PR 57233

« | » I_I
Prinks the item | Dctober 20, 2005 03:18:51 PM | Susan Greathouse | Multnomah CHD famnet

WPen 31epm

Astat]|| A & B G 5 || @ Nov. | Wmicr. | Evicr. | B wor. | B sel ENHED
Figure 8: “Select Postcard Printer”

7. Click “OK” to close pop-up and you will get another pop-up
asking if you have loaded postcard stock. Click “OK” and
appointment postcards will print.
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4 Appointment Scheduler - [AS47 =l2]%]
Exit Edit View Wirdow Help

B2 R 2Rl | r vE
felection |

674 :I

Wultnomah CHD
MID COUNTY WIC
12710 E DIVISION ST 3

.- i poscad i g -S54 £

Flease nad postcard stock into Fl printer
Youneed to call for an appomtr F @ P P

or you will not recetve WIC nex ——

HERNANDEZ, AMT
™
&3
Please have your [D number ready. 235501
Call:  (503) 888-3503 HERINANDEZ. AMY
Multnomah CHD 23134 NE HALSEY ST #6
TROUTDALE OR 97060
il
Prints the item | Detober 20, 2005 03:25:52 it | Susan Greathouse | Multnomah CHD famnet_test / famnet

s | e @D | @n | @] Evi | K| Bs B ENMEOLBUTD szme
Figure 9: “Postcard Stock”

( Practice Activity #1:

The starting point for this section is:
Appointment Scheduler + Outputs

Select “Correspondence” from the drop down list.

Select “Letters” and then select “Notice for Individual Appointments.”
Select “Pick-up Food Instrument” and “Follow-up Type 2.”

Enter the first and last day of the current month as the “From” and “To”
dates.

Select all clinics by clicking the “Select All”” button.

Select “Booked” as the status.

Click the “OK” button.

Use the scroll bar to view all clients displayed.

To help save trees — Do not print the notices.

0. Exit the window.

P

e S RS

Y Skill Check:

Now that you have learned how to print notices, let’s practice one more time.

You want to send a reminder notice to all pregnant women who have a new
appointment in the next ten days for all clinics in the agency. Do a screen print of
the “Correspondence Print Definition” screen after you have completed it and
only view the “Notice” screen. Be sure to write your name on the screen print
before you turn them in to the instructor.
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Printing Individual Appointment Notices

The starting point for this section is:
Appointment Scheduler = Scheduling + Family Appointment Record

1. Click on the “open file” icon and retrieve a client from the
Client Primary.
2. Click in the “select” box next to the appointment to select the

individual appointment for which you want to print an
appointment notice.

Ch 4, 700.12



Oregon WIC TWIST Training Manual October 31, 2005

4 Appointment Scheduler - [AS2405 - Family Appointments]

Eile Edit “virdow Help

EEEECIEE I

Selection |
WIC ID: [J0821507-01  Name: [Tofu, Max Risk: [

Language: [ Time Pref.: DOW: ‘

~[Pending Requests
Clinic|  WICID  |Manth Appj Topic Groupf |Time DOW | Intr |Language| Auto | Ref |Select WICID | Select
Type Class Pref Schd Jused
0521507-01
b [z poszisoz-or faar RC [ fres [ o C o

Create Reqiess ||| Find anpt
Eind BopainEment | Modif R equEst |

EE G e
IClient i ]

Clinic|  WIC ID Appt Start | Appt Topic Group | Intr | Lang | Mail | Status | Actual | Select
Date Time | Type Class Code Staff
Pz poezisor-oi fiizseoe fisan B [ [ Br [ex [=I[ =l &

Reschedule | CancelfRe-scheduls History |
|Ready

| Wovember 25, 2002 03:37:48 PM | Susan Greathouse | Salud Medical Center

hstan | Foroupwioe .| Micosott... | B warPete... | B8 Select od.. | [EF Appointm.. | B@E Nt 337
Figure 10: “ Family Appointment Record”

3. Click on the Fast Path icon and select the type of individual

correspondence you want to send.

. You can select an individual appointment, a group education or a
group screening, but you can only put one participant
name per letter using this procedure.

You cannot print individual postcards from this function.
Postcards can only be batch printed.

-';fv"Appnintmenl Scheduler - [A52405 - Family Appointments]

File Edit i Help

B+ - [s@ & sb@|s 7

Selection |
WIC ID: J05Z1507-01  Name: [Tofu, Max Risk: [

—[Pending Requests

|

|
Clinic|  wIC ID Maonth| Appt Tupicl Groupf
Type: Class

» [z posz1so7-o1 frar Rc GBO10S - Fast Path
Fast Path Options
JEnru\lment
__ |Fiatice For Group(GE) Class Appointmerts || T
Erd Adt}mntment | Modfy Request | ofice For Group(GE) Class Appointments(Spanish) _

Language: [ Time Pref.: DOW: ‘

Select] WIC ID Select
P [posz1507-01 r
’JI_

Time:
Pref

Ref
1serl

DOw | Intr |Language At
Srh

Destination

Hea For Group(GS) Code A Tn EOE Oy it st
[Ciient n ] otice For Group ode Appointments

Status Actual Select

Mail

Clinie TIED | et | == otice for Group(GS) Code Appointments(Spanish) b

Date Time Jﬁutice for Individual Appointments

_Mlpz poszisoz-oi firzseo0z fiiss

Code Staff

[ g

__ |Faatice For Tndividual Appointrments(zparishy

Concel

Rescheduls | Cancelffe-schedule Histary |

| Open Fast Path window

| Mowember 25, 2002 0338:23 PM | Susan Greathouss

| Salud Medical Center
histan ||| Foroupwise | WMisioson . | BT wordPerte. .. | B Select Mod..|

E3 Appointm... Hm
Figure 11: “Fast Path” for Appointment Notices
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4, Click on correspondence type and the system will retrieve the
information and display the selected appointment correspondence.

5. If the information is correct, press the print icon and print the notice. This
will return you to the Family Appointment Record.

Practice Activity #2

The starting point for this section is:
Appointment Scheduler + Family Appointment Record

—

Select the Client from your K Activity Sheet.

Select the booked appointment from the “Client Appointments” section of
the screen.

Click on “Fast Path” icon.

Click on “Notice for Individual Appointment”.

View the appointment notice.

To help save trees — Do not print the notice.

Exit the window.

o

NownkEwWw

N Notes:
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Chapter 4: Appointment Scheduler
Section 8: Wait List
Lesson: Wait List

Objectives:

Upon completion of this lesson the user will be able to:

o add clients to or remove clients from a waiting list;

o accurately interpret the policies related to the different types of waiting
lists;

J access and interpret the reports related to wait lists; and

o understand, use and maintain priority ineligible and appointment needed
wait lists.

Oregon Policies:

¢ 475 Local Agency Operations — Waiting List

Overview:

There are times in the WIC clinic when you have a new or existing client who
needs an appointment but you currently have none available, when you have
exceeded your maximum caseload and cannot serve any new clients, or when
certain priorities are not being served. The wait lists in TWIST allows you to
track these clients, keep records on their wait list activities, and more.

The Wait Lists interfaces with the rest of the Appointment Scheduler functions, so
a waiting list client can be scheduled for an appointment manually or even set up
with a request so the automatic scheduler will schedule the appointment.

There are two types of wait lists in the TWIST system, Appointment needed and
Priority ineligible. A client can be placed on the priority ineligible wait list if,
during certification, the system determines that the category and priority the client
falls under are currently frozen, or when a client applies for WIC or transfers into
the clinic and the clinic is at a maximum caseload. The appointment needed wait
list is for clients who need an appointment as soon as possible and are willing to
come in at a moment’s notice. This helps use up those appointment slots that are
canceled at the last minute and allows you to better serve those who are in need of
an appointment.

Instruction:
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Placing Clients on the Waiting List

The starting point for this section is:

Appointment Scheduler = Scheduling = Family Appointment Records

-';fv"Appnintmenl Scheduler - [A52405 - Family Appointments]

File Edit “widon Help

B+~ c@ & +Pb@s 7

Selection |
WIC ID: J0522501-01  Name: Fit, Class Mom Risk: [ Language: [arabic Time Pref.: FM DOW: WEDNESDAV
- [Pending Requests ]
Clinic|  wIC ID Month| Appt | Topic | Group/ Time | DOW | Inkr [Language [ Auto |Select WIC ID Select!
Type Class Pref Schd
0822501-01 v
b |5 oszzsoion frar R | [ |5 [ fres = [ » i

Create Request | Find appt.
EindlAppointments || | podify Requess | Put On Wait List | Local Print Month

IClient i |
Clinic|  WICID Appt Start | ppt Tapic Graup | Intr | Lang | Mail | Status | Actual [Select
Date Time | Type Class Code Staff

b |3 0822501-01 [1141/2002 |12:45 PM FE FENERAL MUTRITICGPAMISH HEALTHY SMAC [P IEK hd ~|

3 posezsnl-01 fiidezooz itnsam fE | B [ [~ -l =

3 [P08zz501-01 [12A1/2002 [1ZA5PM [GE  [SENERAL NUTRITE FPANISH HEALTHY SHAC P [x [~ =

peschedls | cancelfRe-schedule Histary |
[Ready | February 19, 2003 03:25:31 PM | Susan Greathouse | Salud Medical Center

Figure 1: “Family Appointments” Screen

J/ NOTE: Please refer to Chapter 4, Lesson 400 Family Appointment Record for

further information on this screen.
1. Retrieve the client you want to place on the waiting list.

2. In the “Family” section, click the “Select” check box

corresponding to the client you wish to place on a wait list.

3. Click the “Put on Wait List” button.

This brings up the “Put on Wait List” pop-up.
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24 Appeintment Scheduler - [AS2405 - Family Appointments]

Eile Edit “window Help
|84 — =9 | 0& | s @5 2

Selection |
WIC ID: [J0522501-01  Name: Fit, Class Mom Risk: [ Language: [irabic Time Pref.: FM DOW: WEDNESDAV
[Pending Requests ]
Clin\cl WIC ID Monthl Appj Topic | Group/ Time | DOW | Inkr [Language [ Auta |Select WIC ID Select!
Type Class Pref Schd
0822501-01 c4
b |ps poszzsor-or frar R | [ [ fres ™ [ > I
AS52605 - Put On Wait List
ut On Wait List [
WigrantiTrsnsfer: m Creats Request Find Appk,
Eind Appaintment | | Hadif M:E Puk On Wait List | Local Print Manth
[Client Appointments Appointment Type For oreCall only [ =]
clinic|  wiCID Lang | Mail | Status | Actual |Select
Code Staff
P 3 poszzsoi-o1 fin Cancel e [ [ ~|
3 jo0s2zs01-01 [i1ABR00Z 1115 AW JE [ P [k [ -
3 J0322501-01 f1zA1/2002 [12:45PM [GE  [RENERAL MUTRITI: EPANISH HEALTHY SHAC R EE -
13 0822501-01 [04n4/2003 P00 am Fi [ es [fpanish GP [6k [+ ~|
fecchedle | CancelfRe-schedule Histary |
|Ready | May 05, 2003 095242 A4 | Susan Greathouss | Salud Medical Center [ el # h_wchds

§ﬂ5tall|“ 3 Groupiwise -M... | BE wardPerfect 3 | EBTwIST Tracker | [ Setect Madules |Appuinlmenl,,, H@UQQN iy G52 AM

Figure 2: “Put on Wait List” Pop-Up

? NOTE: This pop-up is also accessible from the “WIC Intake” tabs in the screen
in “Enrollment” and “Prescreen.”

4.

Select the appropriate response in the “Migrant/Transfer” field.

o “Migrant” designates the client is a migrant.
o “Transfer” indicates that the client is transferring into this clinic.
o “None” indicates that the client is neither a migrant nor a transfer.

Tab to the “Wait List” field and select from the drop down list.
5.1 “Priority ineligible” wait list is used:
o when the client is being certified, it is determined that the

category and priority the client falls under is currently
frozen; or

. when a client comes into or transfers into the clinic and the
clinic is at a maximum caseload; and
° when the client has no current certification date.
52 “Appointment needed” (Appointment Needed) wait list is

used for those who need an appointment but none are available.
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6. Tab to the “Appointment Type” field and select the
appointment type needed.

August 31, 2003

This field is only activated if the “Wait List” field is populated with

“Appointment needed.”
7. Click the “OK” button

This places the client on the wait list and closes the pop-up. Click

“Cancel” to close the pop-up without saving any information or placing

the client on a wait list.
8. Exit.
Removing Clients from the Waiting List

The starting point for this section is:
Appointment Scheduler = Wait List = Wait Lists

4 Appointment Scheduler - [AS3205 - Wait List]

Eile Edit “window Help
(B4 —|oE | 0% L @[S 2

r{selection |
Clinic] [*] Reason Code: M|
—{wait List |
Priority Date On | Cert. End WIC ID Name Migrant | WIC |Appt.| EDD/ADD | Print | De
waitlist Date Transfer| Category | Type MNotice | F
| | o
Print | Family Appointment Records | Other Info. | Totals | gnnta(tlnfn|
|Ready | May 05, 2003 09:56:32 &M | Susan Greathouss | Salud Medical Center [ el # h_wchds

§ﬂ5tall|“ 3 Groupiwise -M... | BE wardPerfect 3 | EBTwIST Tracker | [ Setect Madules |Appuinlmenl,,, H@UQQN iy 556 AM

Figure 3: “Wait List” Screen

Select the “Clinic” from the drop down list.

Tab to the “Reason Code” and select which wait list you wish
to view from the drop down list.

Once the Reason Code has been selected, the system automatically
displays the results, if any, in the Wait List section.
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4 Appointment Scheduler - [AS3205 - Wait List]

Eile

Edit “indow Help

(B4 —|oE | 0% L @[S 2

r{selection |
Clinic:[McMinnville [*] Reason Code:[s ~ | APPOTMTMENT HEEDED WALT LIST
—{wait List |
Priority Datean | Cert. End WIC ID Name migrant | wiC  |appt.| Eoofaco | Print | Delete
Waitlst Dake Transfer| Category | Type Matice | Flag
[[ PG, BF WobP1f02/2008 [rays1f200s 0szzont-0z i, Oder Baby o Neli I |
CHILDREN A i3faf2003 pajaijzona [i06z2003-01 i, Tommy o fz5 F1 O C
CHILDREN & Pa3fnafz003 pajaijznns [inszz0ns-02  Ft, Leficia o 25 F1 |
[[PG, BF Won 3/032003 [13/31j2003 |p022003-03 i, Pastpartum o I Fi pofiojzonz [
[t PG, BF wor pajnajzons iaja1jz00s osz2z0n3-04  Fit, New Baby o B0-3  FI O C
1 | 2
print | Family Appointment Records | | Other Infa, | Totals | contactinfo |
|Ready | May 05, 2003 10:00:08 A+ | Susan Greathouss | Salud Medical Center [ el # h_wchds

§ﬂ5tall|“ 3 Groupiwise -M... | BE wardPerfect 3 | EBTwIST Tracker | [ Setect Madules |Appuinlmenl,,, H@UQQN Sefindn 10,00 4M

2.1

2.2

23

24

2.5

2.6

2.7

2.8

2.9

Figure 4: “Wait List” Screen with Clients

“Priority” displays the client’s WIC priority code. Clicking on
the column heading will resort the list.

The “Date on Wait list” field displays the date on which the
client was first placed on the wait list. Clicking on the column
heading will resort the list.

The “Cert. End Date” field displays the ending date of the
client’s certification period, if applicable.

“WIC ID” displays the client’s WIC ID number.
The “Name” field displays the client’s name.

The “Migrant Transfer” field displays either an “M” for a
migrant, “T” for a transfer or blank for neither.

“WIC Category” displays the client’s WIC category.

The “Appt. Type” ficld displays the appointment type needed
by the client, if the client is on the Appointment needed wait
list.

“EDD/ADD” displays the client’s estimated due date or actual
due date, if applicable.
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2.10

2.11

2.12

2.13

The “Print Notice” check box is used to select clients for
whom you wish to print notices.

The “Delete Flag” check box, when checked, removes the
client from the wait list.

“Notes” displays any notes about this client. Double click the
field to bring up the notes pop-up to add or modify notes.

Clicking on the “Family Appointment Records” button
takes you to the “Family Appointment Record” screen to
schedule an appointment or create a request for future
appointments. Once an appointment has been booked, the
client is removed from the wait list.

& NOTE: The appointment booked must match exactly the appointment type for
that client indicated on the wait list for TWIST to remove the appointment from
the wait list. If, for example, the Wait List shows an “RI” appointment type and
the user books an “RC” appointment for that client, TWIST will not delete the
“RI” appointment from the Wait List.

3.

Click the “Delete Flag” check box for the client you wish to
remove from a wait list.

Client will be removed from the wait list once you save.

Click the “Other Info” button for more information about the

client.
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24 Appeintment Scheduler - [AS3205 - Wait List]

Eile Edit “window Help
|84 —|oE | 9% LR[S 2

r{selection |

Clinic:[Harney Health Dept. [*] Reason Code:[s | pr-CALL wiATT LIST

—{wait List |

DateOn | Cert. End {0l 453305 - Dther Information pt.| EDDfADD | Print | Delete

aitlist Date P Matice | Flag
| Other Information =

o fi3/11/2002_[i9/30/2002 [0947595-0: Eozizonz. [ [T

4500 > [o0a47886-0 DOB: [08/08{1975 Phone: [ -

Guardian:

Language: English

WIC Miotes:

T Tinse Y

Ll | I

Print Familv Apoointment Records I Other Infa, I Totals I Contact Info ‘
| Septerber 06, 2002 014254 PM | State Lser 03 Thamey CHD t

| Ready
B e e e O = (0 =T | S| 7 Y (RPN P = " Cftan 142
Figure 5: “Other Information” Pop-Up

4.1 The “DOB” field displays the client’s date of birth.
4.2 The “Phone” field displays the client’s phone information.

4.3 The “Guardian” field displays the client’s guardian name, if
applicable.

4.4 The “Language” field displays the spoken language of the
client, as entered in the “Client Primary” screen.

4.5 “WIC Notes” displays any notes from the client’s record.
5. Click the “Close” button.
Managing Waiting Lists

At times it will be helpful to see how many clients are on the wait lists. You may
also want to review your success at contacting clients on the wait lists. The
“Totals” button and “Contact Info” button can help you.

1. Click the “Totals” button for information about the total
number of people on the selected wait list.
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24 Appeintment Scheduler - [AS3205 - Wait List]
Eile Edit “window Help

|84 —|oE | 9% LR[S 2

r{selection |
Clinic:[Harney Health Dept. =] Reason Code:[s ~ PR W T
T © 3405 - Totals
Date On
Waitlist

Cert,End ||| ([Totals ] koo | print | Delete
Date Reason Priarity WIC Category WIC Motice: | Flag
- [L PG, BF WOMEN, & INFANTS

Code Total

3

poz T I

HOMAR, PREGMANT

3 |l PG, BF WOMEM, & INFANTS INFAMT, NONEREASTFEEDING, 1
3 CHILDREM AT MUTRITIONA |THILD, 12-23 MONTHS OLD
3 [t PG, BF WOMERN, 2 INFANT: pVOMAR, PREGMANT

I
Totals: [ #
u | 2
| B e T e S R SICL L
el e Ao | Sen. | @es | Fco [RYNG B L = 5" @ 14ru
Figure 6: “Totals” Pop-Up

1.1 The “Reason Code” field displays the reason code of the
selected wait list.

1.2 The “Priority” field displays how many clients in each priority
are on the selected wait list.

1.3 The “WIC Category” field displays how many clients in each
category are on the selected wait list.

1.4 The “WIC Total” field displays the total number of clients in
the agency on the wait list broken down by priority by
category.

1.5 The “Totals” field displays the grand total of all clients in the

agency on the selected wait list.

2. Click the “Close” button.

3. Click the “Contact Info” button to track attempts to contact the
client and record their responses.

Ch 4, 800.8



Oregon WIC TWIST Training Manual August 31, 2003

24 Appeintment Scheduler - [AS3205 - Wait List]

Eile Edit “window Help
|84 —|oE | 9% LR[S 2

r{selection |
Clinic:[Harney Health Dept. [*] Reason Code:[s | pr-CALL wiATT LIST
—{wait List |
DateOn | Cert. End WIC ID Mame |vigrant | wic |appt.| Ecofaco | print | Delete
Ul Bt A53505 - Contact Information Type iCatiea) | R
Om| pajz0jz00z [p0o47599-01 ConFacBInformation gf02fza0z [ r

I '20/2002 |09/30/2002 |00947686-01

iContack Date| Contact Methad | Client Response
B [ ooyo0/0000

Insert | Remove ok | lgnest |

L | I
Print Familv Apoointment Records I Other Infa, I Totals I Contact Info ‘
—em | -| Seplenber 06, 2002 01 45:21 P | State User 03 THaney CHD !
| Ready
meeel e Loy fosen. | Sues | s | B Con |[Ean R NI 3% P m| 2%, @5 1:46PM

Figure 7: “Contact Information” Pop-Up

3.1 The “Contact Date” indicates the date contact was made with
the client.

3.2 The “Contact Method” indicates the method used for
contacting the client.

33 The “Client Response” when selected from the drop down
list, indicates the client’s response (positive or negative) to the
contact.

3.4 Clicking the “Insert” button creates a new row for adding

another wait list contact.

3.5 Clicking the “Remove” button brings up the message: “Are
you sure you wish to remove this row?” Clicking “Yes”
removes the row. Clicking “No” returns the user to the pop-up
without removing the row.

3.6 Clicking the “OK” button saves the entered information and
closes the Contact Information pop-up.

4, Click the “Cancel” button to close the pop-up without saving
any changes.

5. Save and exit.
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Viewing the “Appointment Needed Waiting List Client
Register”

The “Appointment Needed Waiting List Client Register” is a listing of all clients
on the appointment needed wait list, complete with phone numbers.

The starting point for this section is:
Appointment Scheduler = Output = Wait Lists= Wait List Client
Register

1. Select the “Clinic” from the drop down list or leave the field
blank to run the report for all clinics within your agency.

2. Click the “Run” icon on the menu bar to produce the report.

-';fv"Appnintmenl Scheduler - [AS380R - On Call Waiting List Client Register]
File Edit Wiew “widow Help

Bl B S BBy & 2|
Gelection |
e [Merirrole ]

UserID:  sgreatho

Report ID: AS380R o ) 5:
On Call Waiting List Client Register

Clinic Appt.  Cert, End Hame: WIC ID DOB Guardian Phone:
Typs Date

McMinnvills RI 03/31/2003 Fit, 00822004-02 02{02/2002 (503) 9
Older Baby

McMinnville F1 03/31/2003 Fit, 0082200302 07/07/2000 (503) 9

% Leticia

McMinnville F1 03/31/2003 Fit, O0622003-04 09/10/2002 (503) 7
Mews Baby

McMinnvile Fi 03/31/2003 Fit, 0082200303 07/07[1980 (503) &
Postpartum

McMinnwills F1 03/31/2003 Fit, 0082200301 06/06/1999 (503) 7
Tarrmy

Ly | of?

|Ready | May 05, 2003 10:04:38 A4 | Susan Greathouss | Salud Medical Center [ el ¢ h_wchds

stan ||| B troupwise -M | B WordPerect 9. | SBTWIST Track... | B8 Select Modules |[E Appointmen... |[GR < N s d 10024m

Figure 8: “Appointment Needed Waiting List Client Register”

2.1 “Clinic” displays the client’s clinic.

2.2 “Appt. Type” displays the type of appointment that the client
needs.

2.3 “Cert End Date” displays the date the client’s current
certification ends.

2.4 “Name” displays the client’s name.

2.5 “WIC ID” displays the client’s WIC ID number.

Ch 4, 800.10



Oregon WIC TWIST Training Manual August 31, 2003

2.6 “DOB” displays the client’s date of birth.

2.7 “Guardian” displays the name of the client’s guardian, if
applicable.

2.8 “Phone” displays the client’s phone number.

2.9 “Phone Type” displays the type of phone associated with the

client’s phone number.

2.10 “Date added to WL” displays the date the client was put on
the wait list.

3. Exit.

J NOTE: To print Reports, click the “Print” icon in the top tool bar.
Viewing the Priority Ineligible Waiting List Summary

The “Priority Ineligible Waiting List Summary” produces totals of all clients on
the “Priority Ineligible” wait list with the totals broken down by clinic and WIC
category.

The starting point for this section is:
Appointment Scheduler = Output = Wait Lists = Wait List Summary
(Priority Ineligible).

1. Select the “Clinic” from the drop down list or leave the field
blank to run the report for all clinics within your agency.

The “Agency” field is protected and defaults to your agency based on your
logon.

2. Click the “Run” icon on the menu bar to produce the report.
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Z# Appointment Scheduler - [AS400R - Priority Incligible Waiting List Summary] | TS

File Edit ¥iew ‘window Help

Bl B S BRBI| L & 2|

election ]
pgeen [ T7 aiic AR

UserID:  bhowe
Report ID: AS400R
Priority Ineligible Waiting List Summary
Location wP WE wB WN IE B
Forest Grove a 1) a 1 o
Agency TOTAL a i} [t} 1 o o
Total auto.
Ineligible next mo.
| | ;IJ
|Ready | Januany 06, 2003 04:0515PM | Barbara Howe |'washington CHD

iﬂstartl” @& @ E ® H Bper.| & | Bw.,

2.1

2.2

23

24

2.5

3. Ex

74 NOTE

([ tonse] B | RYGENAOEH s0em
Figure 9: “Priority Ineligible Waiting List Summary”

“Location” displays the clinic locations.

“WP:WE:WB:WN:IE:IB:IN:C” displays the WIC Categories
with the number of clients in each category on the wait list.

“Total” displays the total accumulation of all the clients in all
the categories within the clinic.

“Agency Total” displays the totals for the entire agency.

“Total auto ineligible next mo.” displays the total number
of clients for that agency that are due to be automatically
terminated next month, broken down by category.

it.

: To print Reports, click the “Print” icon in the top tool bar.

Viewing the Appointment Needed Waiting List Summary

Report

The “Appointment Needed Waiting List Summary” produces totals of all clients
for each clinic who are on the appointment needed wait list, with the totals broken
down by appointment type needed.
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The starting point for this section is:
Appointment Scheduler = Output = Wait Lists = Wait List Summary
(Priority Ineligible).

1. Select the “Clinic” from the drop down list or leave the field
blank to run the report for all clinics within your agency.

The “Agency” field is protected and defaults to your agency based on
your logon.

2. Click the “Run” icon on the menu bar to produce the report.

4 Appointment Scheduler - [AS410R - Appointment Needed Waiting List Summary]

Eile  Edit “iew “/ndow Help

Bl |® t2ad |y «nE 2|

election ]
pgeren [ A I H

|»

UserID: sgreatho
Report ID: AS410R

Appointment Needed Waiting List Summary

Location NP NC N NI RC RI RP RW F1 F2

McMinnville 0 o o o 1) 1 0 a + a
Agency

TOTAL o o o o o 1 o o 4 o
K] & | _>l_I
| Ready | May 05, 2003 10:07:55 &AM | Susan Greathouss | Salud Medical Center | devll / h_wchds

stan ||| B Groupwise M| BT WordPerect 9. | SBTWIST Track.. | B8 Select Modules |[E Appointmen... |[GRE < N a8 10074

Figure 10: “Appointment Needed Waiting List Summary”

2.1 “Location” displays the clinic’s location.

2.2 “NP:NC:NW:NI:RC:RI:RP:RW:F1:F2:F3:IE" displays the
Appointment Types with the number of clients needing that
specific appointment type.

2.3 “Total” displays the total accumulation of all the clients in all
the appointment types within the clinic.

2.4 “Agency Total” displays the totals for the entire agency.

3. Exit.

J NOTE: To print Reports, click the “Print” icon in the top tool bar.
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= Practice Activities:

The starting point for this activity is:
Appointment Scheduler = Scheduling = Family Appointment Records

1. Search for, retrieve, and return to the “Family Appointment Records”
screen with your client.

2. Select your client in the “Family” section.

3. Click the “Put on Wait List” button.

4. Add your client to the appointment needed wait list, and select the
appropriate appointment type for them.

5. Click “OK.”

6. Exit.

7. Now go to the next starting point: Appointment Scheduler = Wait List =
Wait Lists.

8. Select “Clinic” from the drop down list.

9 Select “Appointment needed Wait List.”

10. Click “Contact Info” button.
11.  Enter today’s date in the “Contact Date” field.
12. Select “Phone” from the “Contact Method” field drop down list.

13.  Select “Positive” from the “Client Response” drop down list.
14.  Click “OK.”

15. Save.

16.  Exit.

17.  Go to the next starting point: Appointment Scheduler = Output = Wait
Lists = Wait List Client Register.

18.  Select your clinic from the drop down list.
19. Run the report.

20.  Exit.

v” Skill Check:

Now, it’s your turn to show what you have learned about wait lists. Use your *
Activity Sheet for this practice.

The first client is a four-year-old child who comes into your clinic. Your agency
is not currently serving four year olds, but the child’s mother wants you to put the
child on the wait list anyhow. Place the client on the appropriate wait list. Later
that week, your agency is given additional caseload from the state WIC office so
now you may serve all priorities. Run the report that would be needed to view
how many clients are currently waiting to be enrolled. Make a screen print. Write
your name on it and turn it in to the instructor.
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& Notes:
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Chapter 4: Appointment Scheduler

Section 9: ANSWR Basics
Lesson: ANSWR Extract Settings
Objectives:

Upon completion of this lesson, users will be able to:
o locate the ANSWR Extract Settings screen in TWIST; and
o determine the selection criteria for ANSWR appointment data extracts.

Oregon Policies:
. 606  TWIST Minimum Scheduler Usage

Overview:

The Automated Notification System for WIC Reminders (ANSWR) is an
automated voice message system used to send appointment reminder
messages to WIC participants. Managed by a company called US Netcom,
ANSWR includes voice, text, and email messages in English, Spanish,
Russian, Vietnamese, Cantonese, Somali, Burmese, and Arabic.

ANSWR uses statewide appointment data automatically generated from TWIST
End of Day processing. The ANSWR statewide appointment data extracts will be
run in the evening, according to the following schedule:

Extract from End | Messages Sent: | For Future Appts. On: | For Missed

of Day: Appts. On:

Sunday Monday Wednesday Thursday, Friday

and Saturday

Monday Tuesday Thursday N/A

Tuesday Wednesday Friday Monday

Wednesday Thursday Saturday and Monday | Tuesday

Thursday Friday Tuesday Wednesday
Instruction:

TWIST Fields Used In The ANSWR Statewide Data File

There are several fields in TWIST that generate data for the messages sent to WIC
participants. Therefore, it is essential that WIC program staff take special care and
attention when updating or modifying these TWIST fields. Following is a list of
all TWIST data exported to the statewide ANSWR data file.
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o “Telephone” field from Client Master Demographics: the data file will
be populated with one phone number, and will populate according to the
following order: home, cell, cell2, message, depending on what is in the
participant record.

. “Spoken Language” field from Client Master Demographics: English
(ENGL), Spanish (SPN), Russian (RUS), Vietnamese (VIET), Cantonese
(CANT), Somali (SOM), Burmese (BURM ), and Arabic (ARAB). All
other languages will default to English.

. ‘WIC ID#" — temporary IDs included.

. “May we contact you by phone?” field from the Client Master
Primary screen. ANSWR will call the participant only if the answer is set
to “Yes.” ANSWR will not call if this is set to “No.”

. “Client/Family Appointment Date and Time” from Appointment
Scheduler.

o “Clinic”— clinic field from Appointment Scheduler, not from Enrollment.

o “Appointment Status” field from Appointment Scheduler: the

statewide data extract will include “Booked” appointments for future
reminders and “No Show” appointments for missed appointments.

Using the ANSWR Extract Settings Screen for Agency
ANSWR Settings

The starting point for this lesson is:
Appointment Scheduler = Scheduling = ANSWR Extract Settings

ANSWR Extract Settings
_tlinic Ii —|Appoinl:ment Status I

Clinic I Select I j Appoinkment Status Description | select |
=]

Canyonvile v BOOKED v
0 SHOW i

T v

Glendale

A=

yrtle Creek

Select Al |
r |Appointment Type

Appoinkment Type Description I Selact I j

|

OLLOW-LIP TYPE 1
FOLLCW-LIP TYPE 2
FOLLOW-LIP TYPE 3
FOLLOW-LIP WITH DIETITIAN
GROLP EDUCATION

ROLP SCREEMN

Y B B Y

Select Al | Save I Cancel

Figure 1: “ANSWR Extract Settings” Screen

Jd NOTE: The ANSWR Extract Settings screen functions by agency. Any
changes made to this screen will affect all clinics in your agency. When you
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enter this screen, the settings displayed will be the settings that were last saved
by a user at your agency.

1.

4.

ANSWR will be used for two types of voice, text, and email messages:
e Reminder messages for Booked (future) appointments; and
e Follow-up messages for No Show (missed) appointments.

The “Appointment Status” selection criteria allow the user to select which
appointment statuses to include in the ANSWR data file for your agency.
You may choose to include data for “Booked” appointments or “No
Show” appointments by checking the selection box or clicking the “Select
All” button to extract data for both types.

—|A|:||:||:|intmenl: Skatus |

|
Appaintrment Skatus Description I Select I
OOKED v
0 SHOW [w!
Select Al |

Figure 2: “Appointment Status” Selection Criteria

The “Appointment Type” selection criteria allow the user to select
which appointment types to include in the ANSWR data file for your
agency. For example, you may elect to have ANSWR make
appointment reminder calls for specific appointment types by checking
the selection box or click the “Select All” button to include data for all
appointment types.

—P\ppnintment Type I

Appaintrent Type Descripkion | Select | j

CLLOW-LIP TYPE 1
CLLOW-LIP TYPE 2
CLLOW-LIP TYPE 3
ROUP EDUCATION
ROLUP SCREEM
MOIVIDUAL ECUCATICN

AARRAA

=l
Select All |

Figure 3: “Appointment Type” Selection
Criteria

The “Clinic” selection criteria allow the user to select which clinic(s)
to include in the ANSWR data file for your agency. You can select
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which clinics you wish ANSWR to make reminder calls for by clicking
the selection box or click the “Select All” button to include
appointment data for all clinics.

_FZIinic I—
Cliric I Select I =
anyonville v
rain Caunty Office v
lendale vl
wrtle Cresk v |
Select 4l |

Figure 4: “Clinic” Selection Criteria

J4 NOTE: The default for the selection criteria is “All.” However, once a
user changes the selection criteria for your agency, that change will stay in
effect until a user changes the criteria selected.

Jd NOTE: Because ANSWR uses state level data files, if your agency
adds a new clinic or changes a clinic name you will need to let the State
WIC office know so they can work with US Netcom to make a voice
recording and the necessary data file adjustments. Please call App Support
with your new or updated clinic information.

5. Click on the “Save” button at the bottom of screen to save the desired
settings.

m Cancel

Figure 5: “Save” Button

6. Multiple Family Member Appointments. If more than one family
member has an appointment on the same day, the ANSWR extract file
will combine those appointments into one record and use the earliest
appointment time in the reminder message(s). For example, a mother
and baby each have an appointment in the same clinic on the same
day. Only one reminder message per type (e.g. only one voice call, text
message, and/or email) will be sent to that family, and the time listed
in the reminder message(s) will be the earliest appointment time.

Jd NOTE: One exception to this is if ANSWR Extract Settings
Appointment Type selection criteria section does not include certain
appointment types. For example, a woman has an NP appointment
scheduled and her child has an RC appointment type scheduled in the
same clinic on the same day. If the ANSWR Extract Settings
Appointment Type selection criteria section does not include the RC
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appointment type, only the woman’s data will appear in the ANSWR
extract file. This could also potentially cause a problem with clinic
flow if the woman’s appointment time was later than her child’s
appointment time.

& Notes:
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Chapter 4: Appointment Scheduler
Section 9: ANSWR Basics
Lesson 901: ANSWR Daily Reports

Objectives:
Upon completion of this lesson, users will be able to:
o retrieve and interpret ANSWR daily reports.

Oregon Policies:
. 606  TWIST Minimum Scheduler Usage

Overview:

The Automated Notification System for WIC Reminders (ANSWR) is an
automated voice message system used to send appointment reminder
messages to WIC participants. Managed by a company called OneCallNow,
ANSWR includes voice, text, and email messages in English, Spanish,
Russian, Vietnamese, Cantonese, Somali and Arabic.

OneCallNow has developed a website for WIC staff to access daily reports for
all appointment reminders and missed appointment notices.

Instruction:
Retrieving the ANSWR Daily Reports

1. Go to the following web address to access the ANSWR report login
screen: https://secure.onecallnow.com/Login/Login.aspx?Sve=1
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For Client Services To Send a Message

N Call 877-698-3262 Call 877-688-3261
OneCadll m 866-321-4255
when messages matter 614-384-2335

Customer Care: Login

Welcome to One Call Now!

GroupID: |
Password

Forgot Password?

First Time Users: In order to access the One Call NOWWEBEHe, you will need the six-gigit Group 1D and four-
digit PIN provided to you.

1.1 the Group ID texthox, type your Graup 1D
2.1n the Password textbox, type your PIN

3. Click Login.

4.\When prompted, create a new, more Secure Passwe
passward, use your six-digit Group ID and the new Pa:

or access to web functions. After creating your
rd to log in to the One Call Now website.

Keep your four-digit PIN. The PIN is used to send a message via the One Call Now message phone line 877-
698-326

Heed Help?

Authorized Users Onl;

Figure 1: ANSWR Report Login Screen

2. Enter the “Group ID” for the clinic results you would like to view. This
will be a 6 digit number provided by the State WIC office.

3. Enter the “Password” for the clinic results you would like to view. This
will be a 4 digit number provided by the State WIC office.

4, Click the “Login” button.

5. This will take you to the clinic’s “Account Status & News” page, with
summary information and links to detailed reports.
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For Client Services
Call 877-698-3262

To Send a Message
Call 877-698-3261

) o

Account Status & News

One Call [;Em

when messages matter

Live Chat Assistance >> Search Help

Welcome, WIC. ANSWR 234393 : Bonanza WIC Clinic

Group Leader Menu

Account Status & News
Wy Profile

Settings

Manage Group
Messaging

View Reports

Contact Us

Help & Instructions
Training Webinars

Send A Message Message Reports

Need Help?

PemjEcm ==

Great News!

vy

Service Plan Summary
Logout Group Status:
Expiration Date:
Service Plan:

Active
Tuesaay, June 30, 2015
women Infants & Children (1C) Plan

Safe School Helpline
Live Chat Assistance >> One Call Now joins the fight against bullying by offering a crisis prevention helpline service

Hew Mobile App!

Need
HELP Current Group Usage Download the free My Call Now app, which allows recipients to choose their own
Ip— communication preferences
that G Call Credits posled from Oregon State WIC {201786)
fst Need Help?
Messages COMPleted  In-progress Do you need help sending a message to your group over the phene? Our video will get you
Deliveries  Deliveries started!
Phone Calls 17 62 0 Wallet Cards
SIS Text 7 0
mails 7 o lake sending a message by phane easy anywhere you arel Print out hese cards, write In
! vour Group D, PIN, Subgroup Numbers and Saved Nessages, and simply place it in your
Total o s ) wallel. You then have all ihe information you need to send a message o your aroup right at
otals 5 3

your fingertips.

Figure 2: Clinic Account Status & News Page

Click on “Most Recent” in the “Message Reports” box at the top of
the page.

The “Message Reports” page will show you a summary of the clinic’s
ANSWR messages sent over the last week, organized by date. From this
screen you can select a different date range to view (e.g., Today,
Yesterday, Last 30 days, last 60 days, or a specific Date Range using the
Start Data and End Date fields).

For Client Services
Call 877-698-3262

OneCall [;m

when messages matter

‘Welcome, WIC. ANSWR 234393 : Bonanza WIC Clinic

Group Leader Menu Search Criteria

Account Status & News Select Date Range

To Send a Message
Call 877-698.3261

»

Search Message Reports

Search Help

My Profile CToday  C Last30Days © Fulure Start Date B
settings >
Janage Group . € Yesterday ¢ Last50 Days © DateRange End Date B
Messaging >
View Reports v | stotus: [ Selectan 1 source: | Selectal B4 Type: [ selectal B
Roster Report
Member Acivity Report
Subgroup Report
Roster/Subgroup Export Message Date Start Hour Status Messenger Deliveries Delivered & 4 P
Auto.initiator Log Message Day EndHour  Type Source Remain  Unreached @
* Message Reports
Contact Us -l Canned Call Oregon WIC English; Initiated on 01/09/2014 8:38 PM (PT)
Help & Instructions > 0110201 0505pm  Complete WIC ANSWR 2 2
Training Webinars Friday sis Canned Call 0 0
1102018 0501pm  Complete WIC ANSWR 2 2 o
Logout Friday Email Canned Call 0 0 =
011102013 501pm  Complete WIG, ANSWR 2 2 J
Friday 0502pm  Message Builder Call Canned Call 0 0
Need
HELP MNote: Delivery information for in-progress messages is updated approximately every & minutes and may net reflect all the actual completed deliveries.
with
that
first . Help
call?

Figure 3: Message Reports Page
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8. Click on the blue hyperlinked dates to view the detailed results for each
day and type of message — text (“SMS”), email, and voice calls (“Message
Builder Call™).

For Client Services To Send a Message
One Call [} Call 877-698-3262 Call 877.698.3261
‘ when messages matter Search Help b )
Welcome, WIC. ANSWR 234393 : Bonanza WIC Clinic Search Message Reports
Group Leader Menu Search Criteria
Account Status & Hews Select Date Range
My Profile  Toda, € Last30 Days € Future Start Date ]
Settings >
Manage Group N © Yesterday ¢ Last60 Days ® Date Range End Date B
Messaging >
View Reports v | status: | selectan i source: | Selectall B Type: | selectal -
Roster Report
Member Activity Report View Results
Subgroup Repert
Roster/Subgroup Export Hessage Date StatHour  Status Messenger Deliveries Delivered a ol @
lessage Day EndHour  Type Source Remain  Unreached
Contac = Canned Call Oregon WIC English; Initiated on 01/09/2014 8:38 PM (PT)
Help & Instructions > @ 0505 pm Complete
Training Webinars o
P Cooanid> o
Fr_\a‘ o
Need
HELP Hote: Delivery iated approximately every S minutes and may not reflect all the actual completed deliveries
that
first . Felp
call?

Figure 4: Daily Report Hyperlinks

a. The detailed results for text messages (“SMS”) will display the
participant name and phone number and the status, initiated
date/time, and delivery date/time for each of the messages. The
common text message “Status” results are:

¢ “Reached SMS” - the text was successfully delivered.

¢ “Unreachable Temporary” — a delivery confirmation
from the cell phone carrier has not yet been received.

e “Unreachable Bad Destination” — the text was not
received due to a bad number or a number that cannot
receive text messages.
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SMS initiated by Canned Call on 01/09/2014 8:38 PM (PT)

Totals | Setup Info

Message Status Subgroups Selected

shs
N i Number ame

Status: Complete
~  Listof phone numbers from a file
First Attempt: 01/10/2014 5:05 PU (PT
Deliveries: 2
Reached: 2
Unreached: 0

Show Unreached Searcn by | select - L | - | Il T2 )

Figure 5: Text Message Detailed Results
b. The detailed results for email messages will display the participant
name and email address and the status, initiation date/time, and
delivery date/time for each of the messages. The common email
message “Status” results are:
¢ “Reached email” — the email was successfully delivered.
e “Unreachable bad destination” — the email was not
successfully delivered (i.e. a “bounce-back” email was
received).
S \ Email initiated by Canned Call on 01/09/2014 8:38 PM (PT)

Email ]
mai £ S Number Name

Status: Complete
~ Listof phane numbers from a file
First Attempt: 01/10/2014 5:01 FM (PT)
Deliveries: 2
Reached: 2
Unreached: 0

Show Unreached searcn by | selec - L D] - | Il T )

Name Destination Description Status Initiated Delivery Time
Daisy Duck Kimberly.m.word@state.or.us Email Reached Email 01/10/2014 5:01 PM (PT; 011012014 5:01 PM (PT)
Hickey Wouse Kimberly.m.word@state.or.us Email Reached Email 01/10/2014 5:01 PM (PT] 011012014 5:01 PM (PT)

Figure 6: Email Message Detailed Results
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c. The detailed results for the voice messages (“Message Builder
Call”) will display the participant name and phone number and the
call status, first call attempt date/time, call delivery date/time, the
duration of the call, and the number of call attempts for each of the
messages.

e The common voice call “Status” field results are:

1. “Reached by Text” — a text message was
successfully sent to this number and therefore a
voice call was not attempted. The voice message
audio file will still be available for this participant.

2. “Reached Person” — the call was answered by a
person.

3. “Reached Machine” — the call was answered by
an answering machine or voicemail system.

4. “Unreached Expired” — the call was not
answered after the maximum of 5 attempts had been
reached.

5. “Unreached Disconnected” — the phone
number has been disconnected.

e If a participant selected “1” to confirm their appointment or
“2” to reschedule during their reminder call, a “Response”
column will display with the following results:

1. “1: Confirm”

2. “2 : Reschedule”

Message Builder Call initiated by Canned Call on 01/09/2014 8:38 PM (PT)

Totals | Setuplnfo \ Centrol Panel

Subgroups Selected

re explicitly created for each delivery
Number Name

First Attempt: 01/10/2014 5:01 Pl (PT) — Listof phone numbers from a file
Last Attempt: 01/10/2014 5:02 Pl (PT)

Deliveries: 2
Reached: 2

Unreached: 0

Iiten ] T

Name
@  DaisyDuck
©  wickeyMouse

Figure 7: Voice Call Message Detailed Results

Ch 4,901.6



Oregon WIC TWIST Training Manual March 24, 2014

JNOTE: Below are some tips for finding instances where participants select “1”
or “2” during their ANSWR voice reminder calls:

e Only the daily reports with the bar chart icon next to them will have any
“1” or “2” responses. For example, in the screen shot below, only the first
and third set of ANSWR voice calls have instances where one or more
participants selected “1” or “2.”

Canned Call Oregon WIC English; Initiated on 03/04/2014 8:35 PM (PT)

©

Figure 8: Voice Call Message Daily Reports with Response Results

e Once you have selected a report to view (by clicking on the blue
underlined date), use the Excel icon in the upper right corner to open the
report results in Excel. Sort the whole file by the "Response" column to
see the information on those who pressed “1” or “2” grouped together at
the beginning of the spreadsheet.

0. On the voice call detail screen, click on the speaker icon in the far left
column on an individual participant’s record to hear an audio file of the
exact message that was delivered to that participant. While this is
specifically for the voice calls, the same appointment data is used for the
text and email messages, so this can be helpful for troubleshooting
participant questions about their ANSWR messages (since the equivalent
information is not available for the text and email messages).
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Message Builder Call initiated by Canned Call on 01/09/2014 8:38 PM (PT)

Totals |\ Setuplnfo '\ Control Panel

Wessage Status
Voice Messages are explicitly created for each delivery
Status: Complete

First Attempt: 01/10/2014 5:01 PH (PT)

LastAttempt: 01/10/2014 502 PH (PT)

Deliveries: 2
Reached: 2
Unreached: 0

Subgroups Selected
Number Name

~ Listof phane numbers from a file

s e ] ] - AER R
Name Destination Country Code Description Status First Attempt Delivery Time Duration Attempts
Daisy Duck (971) 673-0069 Usa Reached Wachine 011012014 5:02 PM (PT) 011102014 5:02 PH () 41secs 1
lickey Mouse (971) 673-0089 Usa Reached Machine 011022014 5:01 PM (PT, 0111012014 5:01 PH (PT) 48 secs 1

Figure 9: Voice Call Message Audio Files

10.  To save the detailed report data as a PDF file or Excel spreadsheet, click
on the Adobe PDF or Microsoft Excel icons above the far right column of

the list.

Message Builder Call initiated by Canned Call on 01/09/2014 8:38 PM (PT)

Totals | Setuplnfo |\ Control Panel

Message Status
Voice Messages are explicitly created for each delivery
Status: Complete

First Attempt: 01/10/2014 501 P (PT)

Last Attempt: 01/10/2014 502 P (FT)

Deliveries: 2
Reached: 2
Unreached: 0

Subgroups Selected
Number Name

— Listof phone numbers from a file

e RIS T R - | - (T B
Name Destination Country Code Description Status First Attempt Delivery Time Duration Attempts
0 Daisy Duck (971) 673-0089 USA Reached Machine 011102014 5:02 PM (PT] 01/A10/2014 5:02 PM (PT) 41secs 1
0 Mickey Mouse (971) 673-0069 USA Reached Machine 0111012014 5:01 PM (PT) 0110/2014 5:01 PM (PT) 48 secs 1
Figure 10: Adobe PDF and Microsoft Excel Icons
a. The Adobe PDF version of the report will look like this.
Message Builder Call initiated by Canned Call on 01/09/2014 8:38 PM (PT) (All Deliveries)
Name Destination Description Status First Delivery Duration  Attempts
Attempt Time
Daisy Duck (971) 673-0069 Reached 011072014 0111072014 41 secs 1
Machine 502 PM (PT) 5:02 PM (PT)
Mickey Mouse (971) 673-0069 Reached 011072014 0111072014 48 secs 1
Machine 501 PM(PT) 5:01 PM{PT)
Deliveries 2
Reached 2
Unreached 0

Figure 11: Adobe PDF Version of the Detailed Report
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b. The Microsoft Excel spreadsheet version of the report will look
like this, and can be sorted, organized, etc. like a regular Excel
spreadsheet.

A B (9 D E F G | J
1 Name  |external D Destination Country Code | Description status rst Attempt Duration | Attempts.
2 |Daisy Duck (971) 673-0068 UsA Reached Machine |01 14 5:02 PM(PT) |01/2 41 secs 1
3 |Mickey Mouse (971) 673-0069 UsA Reached Machine [01/10/2014 5:01 PM (PT) |01/10/2014 5:01 PM (PT) |48 secs

Figure 12: Microsoft Excel Version of the Report

Additional Features of the ANSWR Daily Reports

1. Search by selected date ranges by clicking on “View Reports” and then
“Message Reports” on the left hand side of the screen.

For Client Services To Send a Message
Call 877-698-3262 Call 877-698-3261

OneCall w
d b O )

Live Chat Assistance >>
Welcome, WIC. ANSWR 234393 : Bonanza WIC Clinic Search Message Reports

Group Leader Menu Search Criteria

Account Status & News Select Date Range
My Profile & Toda  Last30 Days © Fulure Start Date:
Settings >
Manage Group N " Yesterday © Last60 Days (" DateRange End Date
Messaqing >
v Status: | Select All 24 source: | SelectAll & Type: | setectan %

Roster Report

Member Activity Report View Results
Subgroup Report

Roster/Subgroup Export

iy not reflect all the actual completed

Contan

Help & Instructions >
Training Webinars

Logout

Live Chat Assistance >>

Figure 13: Search Message Reports Screen
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2. Search for a specific WIC participant’s record by selecting “View Reports”
and “Member Activity Report” on the left hand side of the screen. You can
search by participant phone number or email address.

For Client Services To Send a Message

One Ca“ lm Call 877-698-3262 Call 877-698-3261
when messages matter Live Chat Assistance >> Search Hep ) O

Welcome, WIC. ANSWR 234393 : Bonanza WIC Clinic Member Activity Report

Group Leader Menu

Member Activity Report

Account Status & News

My Profile

Settings

Search the Roster | Search by [ [Ereristiossarcnor_]

Select Date Range

Manage Group
Messagin

Subgroup Repor
Roster/Subgroup Export
Auto-initiator Log
Message Reports

Contact Us

Help & Instructions >

Training Webinars

cv vy

@ Last30Days © Last90Days StartDate

" Last60 Days © Date Range  End Date:

Logout

Live Chat Assistance >>

Need
HELP
‘with

that
first el
cal?

Figure 14: Member Activity Search Screen

3. Search for a specific WIC participant’s record using phone number by
selecting “Phone” from the drop-down next to “Search the Roster.” The
phone number can be entered in any format, e.g. 9716730069, 971-673-0069,
or (971) 673-0069. Select a date range and click on “Search”:

For Client Services To Send a Message
Call 877-698-3262 Call 877-698-3261
X
OneCall I*Em
when messages matter Live Chat Assistance > Search Help )
Welcome, WIC. ANSWR

234393 : Bonanza WIC Clinic Member Activity Report

Group Leader Menu

Member Activity Report

Account Status & News

Wy Profile
Settings > Search the Rester | Phone i | 9716730068 [ Phone number can be entered
Manage Group > in any format:
Messaging > Select Date Range 9716730069
View Reports v  Last30Days ¢ Lasto0Days StartDate =] 971-673-0069
Roster R rt -
osterRenort € LastenDays © DateRange  £nd Date: [ 1102012 | (671) 673-0069

Subgroup Report
RosteriSubgroup Export
Auto-initiator Log
Message Reports

Contact Us

Help & Instructions >

Training Webinars

Logout

Live Chat Assistance >>

Need
HELP
with
that
first
call?

Help

Figure 15: Member Activity Phone Number Search
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4. The search results by phone number will be displayed under “Destination

Activity.”

OneCall W

when messages matter

Welcome, WIC. ANSWR

Group Leader Menu

For Client Services
Call 877-698-3262

Live Chat Assistance >>

234393 : Bonanza WIC Clinic

Member Activity Report

Account Status & News

My Profile
Settings > Search the Roster | Phone
Manage Group >
Messaging > Select Date Range
View Reports M © Last30Days © Lasto0 Days
Roster Report
o eport € Last80Days & Date Range
Subgroup Report
Roster/Subgroup Export
Autodinitiator Log
Message Reports
Contact Us
Help & Instructions >

Training Webinars

Logout

F | 9716730089

Start Date: | 1

End Date: | 1

Roster Results.

234393 - Bonanza WIC Clinic

There are no members in this Group that match your search criteria.

To Send a Message
Call 877.698-3261

Member Activity Report

Search Help

Live Chat Assistance >>

Need Destination
m = (971)673-0089
st Help Adlivity Date

Destination Activity
Messages  Status Receives Text
2 opted-in Yes
Actiit Name Tipe
Message Daisy Duck
Message Mickey Mouse

Phone Reached Machine
Phone Reached Machine

Status

Figure 16: Member Activity Phone Number Search Results

5. Search for a specific WIC participant’s record using email address by
selecting “Email Address” from the drop-down next to “Search the
Roster.” The email address must conform to the standard email format, e.g.,
name@email.com. Select a date range and click on “Search.”

Welcome, WIC. ANSWR

234393 : Bonanza WIC Clinic

Group Leader Menu

Account Status & Hews

My Profile

settings > Search the Roster | Email Address
Manage Group >

Messaging > Select Date Range

View Reports v

© Last30 Days © Last90 Days
" Last60 Days * Date Range

Roster/Subgroup Export
to-initiator Log

Member Activity Report

B4 [amberiy m woro@state o <] Email address must
conform to standard email
format:

Start Date: name@email.com

E &

End Date.

Message Reports
Contact Us

Help & Instructions >
Training Webinars

Logout

Live Chat Assistance >>

Need
HELP
‘with
that
first Melp
call?

Member Activity Report

Figure 17: Member Activity Email Search
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6. The search results by email address will be displayed under “Destination

Activity.”

Welcome, WIC. ANSWR
Group Leader Menu

Account Status & News
My Profile
Settings
Manage Group
Messaging
View Reports
Roster Report

eV v

Subg Report
Roster/Subgroup Export
Auto-initiator Log
Message Reports

Contact Us

Help & Instructions >

Training Webinars

Logout

234393 : Bonanza WIC Clinic

Member Activity Report

Search the Roster | Email Address

84 | kimberly. m.word@state.o|

Select Date Range

© Lasta0 Days € Last90 Days StartDate

Bl B

© Last60 Days & Dale Range  End Date:

Roster Results

234393 - Bonanza WIC Clinic

There are no members in this Group that match your search criteria.

Member Activity Report

Live Chat Assi: ==

Need
HELP
with

that
first el
call?

Destination Activity

Destination lessages  Stalus Receives Text
2 Kimberly.m.wo 1 Opted-n
Activity Name
Message Daisy Dutk
Message Wickey Mouse
=l Kimberly.m pstate.orus 1 Opted-n
Activity Date Activit Name
0110/2014 5:01 PW (PT) Iessage Daisy Duck
0110/2014 5:01 PH (PT) Iessage Wickey Mouse

Type
Email
Email

Type
Email
Email

Stalus
Reached Email
Reached Email

Status
Reached Email
Reached Email

Figure 18: Member Activity Email Search Results

7. If you have any questions about ANSWR or your ANSWR Reports, please
contact App Support for assistance.

& Notes:
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Chapter 6: System Administration
Section 1: User Maintenance

Lesson: Special User - Maintain User IDs & Passwords
Objectives:

Upon completion of this lesson the user will be able to:

o assign and maintain security roles for each user;

o reset or change passwords assigned to their users;

° format User IDs to an identified standard; and

o assign staff a security role.

Overview:

Maintaining the security and confidentiality of the client information stored in
TWIST is critical. One way to do this is by assigning unique User IDs and
passwords with appropriate security roles to each staff person in WIC. This is the
section of TWIST where you will assign specific roles for each staff member. The
roles assigned to each staff member will have specific accesses associated with
them within the TWIST system. Since you are logged in as the Local Agency
currently, the only available roles you will see and/or assign, will be those
available to the local agencies.

Within the “User” window, you can create a new user, remove a user and edit the
information of an existing user, including the password. The User ID is the
“name” you will use to log on to TWIST. Your local system administrator, who
will receive their User ID and password from the state WIC office, normally
assigns your User ID. The system administrator will assign your initial password.
You can then change your password to a unique word or combination of letters
and numbers known only you and the system administrator.

The “Roles” are a set of functions routinely performed by a group of specific
users. TWIST allows the system administrator to assign appropriate security roles
based on staff functions in the local agency. Some examples of roles are one that
allows “view only” access and another that allows that person to edit and update
local agency base tables. You can assign a user to one or more roles and/or
remove a user from his roles

Let’s start assigning roles!
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Instruction:

Accessing the “Security” Screen

From the “Select Modules” screen, click on the “Security” tab, and
then click on “Security Control” icon.

Only the WIC Coordinator and the designated System Administrator will
have access to this area in Family Net.

From the “Maintain” menu select “User.”

‘;? Security - [SA1405 - User Maintenance]

File Help
& | <o ?
All Users For Agency All Roles for Agency

RN by clerk | ] Administrator,M anager. S upervizor
eknapp | + Client M aster Update
+-# Dietitian Knapp [ dknapp ] + Client M aster Wiew Only
+- A zally immunize [ immizal | + Immunization Agency Admin
4 Salud Administrator [ wsaadmin ) + Immunization &gency Data Enty
Salud Certifier [ weacert | + Immunization &gency User
Salud Coordinator [ wsacoor | £ Imnrnunization Other User
Salud Lab Tech [ wealab | + Set User Security-Local
zalvador vaccine [ salvwac | + WIC Appointment 5cheduler
zaul immunize [ immisaul | + WIC Breastfeeding Peer Counselor
+
£
£
£
e
£
£
¥

+-# Certifier Knapp [ o

4 oy oy

4

0
0
0
0
0
0

FEIRET

W|C Certifier

WIC Clerk

w|C Coordinatar

WIC Lab Tech

WIC Laptop Administration
WIC Local Expert Uszer
WIC Print Reports

W|C Training Supervisor

Ready | December 16, 2002 08:3352 AM | Susan Greathouse | Salud Medical Carter
= ] Slall| @Group\:\u"ise -M... | MicrosoftWord | ﬁWDrdPerfect 9-.| g% Select Modules Seculily -I5... LQ@Q N@% 8:33 4M

Figure 1: “Security - User Maintenance” Screen

1.1 This will open a two-column window. One side will display all
the “Users” for this particular agency, listed by both their
assigned name and their User ID.

1.2 The other side is a list of all the available “Roles.” These are
more fully explained in the Local Agency Security Roles
document in the Appendix. These are state defined and
maintained.
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Adding a User

1. To add a “User,” position the cursor anywhere on the user
side of the screen. Right click (with your mouse) to display a
choice of four actions:

e Insert User

e Remove User

e FEdit User

e Edit User Roles

2. Select “Insert User.”

This will activate a new pop-up window and allow you to enter the new
user’s information.

‘—':-‘ Security - [SA1405 - User Maintenance]
File  Edit “window Help

BH 9% 2|2

—IM all Roles for Agency|
ﬂ Cathy Clerk [ weaclerk | [+ Adrministrator, M anager, 5 upervisor
ﬁ Certifier Knapp [ ceknapp | -- Client M aster Update
[+-¥ Dietitian Knapp [ dknapp ] [+ 8 Client Master Yiew Only
ﬁ zally immunize [ immisal | -- Immunization Agency Admin
ﬁ Salud Adminigtrator [ weaadmin | -- Immunization &gency Data Enty
ﬁ Salud Certifier [ weacert | -- Immunization &gency User
ﬁ Salud Coordinator [ wsacoor | -- Immunization Other User

ﬁ Salud Lab Tech [ wsalab | SA1505 - User - Insert

ﬁ zalvador vaccine [ salvwac |
- saul immunize [ immisaul |

User Info

User ID: |

Mame: [
Password: [F***

Confirm Passward: [F***+*

Ok I Cancel

L3

| Ready | December 16, 2002 08:37:56 AM | Susan Greathause | Salud Medical Certer
a Slalll“ @Group\:\u"ise <M. | MicrosoftWord | KWordPerfect 9 | ‘—',-‘ Security - [5... ||@E <EJ§N&% 837 AM

Figure 2: “Insert User” Pop-Up

B Select Modules |

3. Type in a User ID in the “User ID” field.

This should be the staff person’s logon ID in your local agency.
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Type their full name in the “Name” field.
This is how their User name will appear in the User list.

Type in a User password.

o The password must contain 6 or more alphanumeric characters and
must begin with an alpha character.
o As Coordinator or System Administrator, you may want to always

assign the same password to you all of your staff, and then have
them change it the first time they log-in. For example, you could
use the same 6-letter password “healthy” for all new users and to

reset passwords.
J You must retype the password in the “Confirm Password” field.
Click “OK.”

This will bring you back to the “Security - User Maintenance” screen.

Removing a User

1.

To remove a “User,” position the cursor on the staff name you
are removing. Right click on the mouse to display a choice of
four actions. See above for list of actions displayed.

Select “Edit User Roles.”

User roles need to be deleted prior to removing the user.

Click “Clear All”’, and then Click “OK.”
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‘—':-‘ Security - [SA1405 - User Maintenance]

File  Edit “window Help
IEBEIEEIENED
_IAII Users for Agency

[ Cathy Clerk [ waaclerk |
[+ ¥ Certifier Knapp [ ceknapp |
ﬁ Dietitian Knapp [ dknapp ]
[+ sally immunize [ immisal )

All Roles for Agency

[+-Eb8 Administrator,Manager, 5 upervisar

[+ B Client Master Lpdate

-- Client M aster Yiew Only

-- Imnrnunization Agency Admin

(¥ Salud Administrator [ wsaadmin | [+ BF Immurization Agency Data Entry

ﬁ Salud Certifier [ weacert | -- Immunization &gency User

ﬁ Salud Coordinator [ wsacoor | -- Immunization Other User
e ]
ﬁ zalvador vaccine [ salvvac |

ﬁ zaul immunize [ immisaul | User Info

User ID: }Nsaclerk
Marme: kathy Clerk

Ok I Cancel

| Ready | December 16, 2002 08:40:19 AM | Susan Greathause | Salud Medical Certer
= ] Slalll“ @Group\:\u"ise -M... | MicrosoftWord | KWordPerfect 9 | B Select Modules | B Security - [5... ||@E <EJ§N&% 8:40 &M

Figure 3: “Remove User” Pop-Up

4, Right Click on the user name. Select “Remove User.”
5. Verify the User name as shown.

6. Click “OK”

Once you select “OK,” you will remove this User from the List of Users.
This will bring you back to the “Security - User Maintenance” screen.

Editing an Existing User

1. To edit a “User,” position the cursor on the user name to be
edited. Right click on the mouse to display a choice of four
actions. See above for list of actions displayed.

2. Select “Edit User.”

This will activate a new pop-up window and will allow you to edit the
selected user information.
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‘—':-‘ Security - [SA1405 - User Maintenance]

File  Edit “window Help

IEBEIEEIENED

_IAII Users for Agency

[ ¥ Cathy Clerk [ wsaclerk | -- Administrator,M anager, S upervisor
[+ Certifier Knapp | ceknapp ) [+ Client Master Update
ER A Dic -napp [ dknapp ] -- Client M aster Wiew Only
[ murize [ immisal | -- Imnrnunization Agency Admin
[+ Salud Administrator [ wsaadmin | [+ BF Immurization Agency Data Entry
(-4 Salud Certifier [ weacer | -- Imrnunization Agency User
[+ ¥ Salud Coordinator [ wsacoor | -- Immunization Other User
""" S e T )
- sabvador vaccing [ salevac |
- saul immunize [ immisaul | User Info

All Roles for Agency

User ID: I\:Iknapp
[Marme: bietitian Knapp

Cancel

Change Password | OF I

| Ready

= ] Slalll“ @Group\:\u"ise...l Microsoft... | RWordPerfe... |

| December 16, 2002 08:458:45 AM | Susan Greathause | Salud Medical Certer

| R NamdAt z8am

ER Select Mod...l ES Security .

3.

Figure 4: “Edit User” Pop-Up
Verify the User name as shown.
This is the User information you will be editing.
You may change two pieces of information in this window:

. User Name  and/or
. User’s Password

To change the “User Name,” type the new information over the
highlighted existing “name.”

To change the password, click on the “Change Password”
button.

o A new pop-up window will appear allowing you to change the
user’s password.
o Use this function to reset a user’s password when they forget it.

Type the new password, and then type it again in “confirm
password” field.
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8. Click “OK.”

This will confirm that the password and the confirmation match. If they do
not, an error message will pop up prompting you to re-enter the
information. If they do match, you will return to the “Edit User” pop-up.

9. Click “OK” again.
This will bring you back to the “User Maintenance” screen.
Assigning Roles

1. To assign user roles, position the cursor on the user name.
Right click on the mouse to display a choice of four actions.
See above for list of actions displayed.

2. Select “Edit User Roles.”

This brings up a pop-up with all the agency roles listed.

‘—':-‘ Security - [SA1405 - User Maintenance]
ile  Edit “Window Help

E
IEBEIEEIENED

_IAII Users for Agency All Roles for Agency
[#- ¥ Cathy Clerk [ wsaclerk | [+-Eb8 Administrator,Manager, 5 upervisar
[+ Certifier Knapp [ ceknapp ) : Client Master pdate
(383 Distitian Knapp | dknapp | -- Client M aster Wiew Only
- sally immurize | immizal | — Locceaation §ompe okl
[+ Salud Administrator [ wsaadmin |
(-4 Salud Certifier [ weacer | User Roles —
[#- ¥ Salud Coordinator [ wsacoor | User: W
----- M Salud Lab Tech [ wsalab |
- salvador vaceine [ salvvac ] P ||2dministratar,Manager, Supervisar [~
- saul immunize [ immisaul | [Siont Master Update r
Klient Master View Only I
_||Immunizati0n Agency Admin I_
_IIImmunization Agenc{,@ata Enkry I_
_IIImmunization Agency User I_
[Irmrnunization Other Lser Il
et User Security-Laocal |
1C Appointrnent Scheduler I
1C Breastfeeding Peer Counselor I
1C Certifier I
1C Clerk. Il
= -l
Ok I Cancel |
| Ready | December 16, 2002 08:50:20 AM | Susan Greathause | Salud Medical Certer

EZ SelectMod...l

R NamdAt z50am

= ] Slalll“ @Group\:\u"ise...l Microsoft... | RWordPerfe... |

Figure 5: “Edit User Roles” Pop-Up

ES Security .

3. Click on the roles that you would like to assign to that user.
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4.

When you are done, click “OK” to save and close the pop-up.

7 NOTE: Another way to add a role to a User name is to drag the User name to
the security role to be added on the Roles List. This step may be repeated until all
desired roles have been assigned. Click “Save” and the roles will be added.

Removing a Role

There are two different ways that User roles can be removed.

Preferred Method

1.

4.

To remove user roles, position the cursor on the user name.
Right click on the mouse to display a choice of four actions.
See above for list of actions displayed.

Select “Edit User Roles.”
This brings up a pop-up with all the agency roles listed.

Click on the check marks next to the roles that you would like
to remove from that user to “un-select” them.

When you are done, click “OK” to save and close the pop-up.

Alternate Method

1.

Go to the Role to be removed in the Roles List and highlight
the desired role and double click on it, or click on the “+” sign
to expand the list. This will list all the Users in your agency
who have been assigned this role.

Click on the User name. Right click on the mouse and a pop-
up will display: “Remove User’s Role.”

Click on this pop-up to activate the “Remove User from Role”
pop-up.

This will display the User name that was highlighted.

If this information is correct, click “OK” to remove this role
from this User.

This step may be repeated until all desired roles have been removed from
this User.
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5.

Click “Save.”

The roles will be removed from the User name.

< Tips and Shortcuts:

You should never allow your User ID to be used by anyone else.

Never give your password to anyone except your System Administrator,
and change it any time you think someone may know it.

You may change your password at any time by clicking on the “Change
Password” button when you login to TWIST. You will then be prompted
to type your new password. Retype your new password a second time in
the “Confirm New Password” field. Click on the “OK” button. Your
password has been changed.

To view the roles that are assigned to a User, you may click on the “+”
sign in front of the User name and this will display the list of roles
assigned.

= Practice Activities:

Follow these steps as you use your Data Entry Documents to enter your staff IDs,
names, passwords and roles in the Production database.

1. Click on “Maintain.”

2. Select “User.”

3. Right mouse click in “User” area of screen to insert new user.

4. Select “Insert User.”

5. Type in the User ID Logon in the “User ID” field.

6. Type in the actual staff name in the “name” field.

7. Type in the selected password in the “password” field.

8. Click “OK.”

0. Add the rest of your staff IDs and passwords.

10. Select a “User” for whom you want to add roles.

11. Right mouse click and select “Edit User Roles.”

12. Select appropriate roles for that user by putting a checkmark in box after
each role.

13. Click “OK” to close pop-up and save roles.

v” Skill Check:

The instructor will use the local agency Data Entry Documents to select a few
staff and verify that the roles were assigned correctly.
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Chapter 6: System Administration

Section 3: Satellite Clinics
Lesson: Satellite Clinics
Objectives

Upon the completion of this lesson all users will be able to:

. State the importance of laptop security and list the situations that security
may be an issue.

. Correctly setup and use the necessary TWIST laptop computers and other
equipment.

Overview

Using TWIST on a laptop for a satellite clinic is an easy process. You will be able
to take laptops to remote sites and use them to provide most of the normal WIC
services. Using air card, DSL, and wireless technology, you will be able to
connect directly to TWIST and issue benefits.

Glossary

There are several terms that need to be defined before setting up the Satellite
Clinic.

Satellite Clinic — A clinic that is not a permanent site and does not use the local
agency’s regular computer network. This necessitates the use of laptops in order
to access and enter data into TWIST.

Laptop Workstations — All workstations at a Satellite Clinic are laptops which
connect to TWIST through an Internet connection and the FamilyNet Web Access
icon installed on the laptop desktop. No data is stored on the Laptop Workstation.

Air Card - Cell phone company device used to establish an Internet connection.

DSL - Stands for Digital Subscriber Line, a technology that provides a
connection to the Internet through telephone lines.

Wireless — Technology that provides a connection to the Internet without the use
of telephone or other communication wires.

Laser Printer — portable laser printer used in Satellite Clinics to print the
participant’s benefit list.
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Considerations for Planning a Satellite Clinic
Receipt and Security of Equipment

Laptop equipment will be sent to the local agency configured appropriately to
connect to TWIST and issue food benefits. Directions for any additional set up
required will be provided by State WIC application support.

Laptop equipment is highly portable and therefore, easy to steal. You must have a
secure place to store all equipment when it is not in use. Local staff must be
trained in security procedures to make sure laptops and accompanying equipment
such as air cards and portable printers are not left unattended during satellite
clinics.

Connecting to the Internet at the Satellite Clinic

The steps you follow to connect to the Internet will depend on the Satellite Clinic
location. Follow the steps in the job aid to set up the laptops and Internet
connection while working in a satellite clinic.

See Job Aid on “Setting Up an Internet Connection on Laptops at
Satellite Clinics” for more information.

Printing a Benefit List from Laptops at Satellite Clinics

1. When working with TWIST from a laptop with an air card, you will
connect one laptop to your portable laser printer with the connecting USB
cable. The laptop connected to the printer will be the printing laptop, but it
can also be used as a workstation.

Jd Note: You will have to plan for adequate table space for the laptops and
printers when setting up equipment for a satellite clinic. Equipment and the
associated cables and cords needs to be out of reach of children and should be
secured whenever unattended.

& Notes:
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Chapter 6: System Administration
Section 4: End Of Day
Lesson: Special User — End of Day

Objectives:

Upon completion of this lesson the user will be able to:
. identify what activities and outputs (including notices and reports) are
generated as a result of End of Day processing.

Overview:

Every day large amounts of data will be entered into TWIST. This information is
available to users immediately, however each night the system will need to do a
little house keeping. The term “End of Day” (EOD) describes a series of “house
keeping” jobs that will automatically be run nightly to update the central database.
Just like jobs around the house these jobs may be done daily, monthly and
quarterly/annually.

The End of Day process will be scheduled to run at a specific time each night
after all clinic staff have completed their work for the day, usually about 8:00 PM.
The process is run from the state computer workstation located in the Salem
computer room. The process runs automatically and only authorized state users
will be able to intervene to stop, delay or initiate the process.

The End of Day process will produce a series of reports. These reports will be
available through TWIST, as a file menu item in the Output menu of the
individual modules, such as Appointment Scheduler. These reports provide useful
information to local agency staff.

In this lesson you will learn what “jobs” are run and when they are run.

Instruction:

Reviewing Daily End of Day Processes
Each night (at about 8:00 PM) the system will perform the following jobs.

1. Backup the database.
The State computer department will be in charge of doing backups.

2. Check for transfers in and out of Oregon and create a report.
The “Transfers-In/Transfers-Out Within Oregon” report will be
available as a file menu item from the Client Processes/Reports/Intake.
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3. Automatic termination of deceased clients.
During the EOD process each day TWIST will check for and terminate
from WIC any FamilyNet clients who are marked as deceased in the
Client Master system. Future appointments will be canceled. A graduation
notice will not be printed or sent to clients terminated because they are
deceased.

4. Document appointment “no shows”.
EOD will automatically change the appointment status of any appointment
“booked” for that day that is not marked as either “show” or “walk-in”

to “no show”.
5. |Bank Interface.
All interaction with the bank, such as redemptions, rejections, etc., will
take place during EOD.\ | Commented [WKM1]: Malini, should we delete this
whole section since we have the real-time interface, or is
6 Update the “Priority Freezing” screen. there something we should say about the redemption or any

other batch files?

EOD will automatically uncheck the “freeze” check box (thereby turning
off the freeze) when the priority freeze end date is passed.

7. Create breastfeeding callback report.
The system will create a notification to staff when the callback date nears
in the form of a report accessible as a file menu item (through Reports
module or Client Processes).

8. Generate appointment data for the ANSWR appointment
reminder system.

The ANSWR statewide appointment data extracts are generated according
to the following schedule:

Extract from End | Messages Sent: | For Future Appts. On: | For Missed

of Day: Appts. On:

Sunday Monday Wednesday Thursday, Friday
and Saturday

Monday Tuesday Thursday N/A

Tuesday Wednesday Friday Monday

Wednesday Thursday Saturday and Monday | Tuesday

Thursday Friday Tuesday Wednesday
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9. Automatically terminate clients with “Eligibility Pending”
status greater than 30 days.
If, after 30 days, the “Eligibility Pending” check box is still checked,
TWIST will auto-terminate the client during EOD. The reason code will
be "Did not provide proof of ID, residency, or income.”

10.  Formula Warehouse Order Processing

Formula warehouse orders placed during the day will be processed and
sent to Providence. A report with rejected orders will be send to state
staff to follow up with the appropriate local agency.

Reviewing Monthly End of Day Processes
At various dates during the months, TWIST will perform the following jobs.
1. Automatic termination of clients no longer eligible.

At the end of each month, the system performs a series of checks to determine
which clients need to be terminated, such as clients 30 days past their certification
period, or clients that are no longer categorically eligible. Future appointments are
cancelled, except for appointments for clients who are reinstating.

2. Delete temporary WIC ID numbers and incomplete new
enrollment records.
Pre-screened applicants are deleted from the WIC database 90 days after
they miss their latest scheduled certification appointment or are left on the
wait list with no action. If the applicant is not placed on the wait list or
given an appointment, the applicant is dropped from the WIC database
120 days after being entered if they are not certified by that time.
Incomplete new enrollment clients are deleted if they have not been
certified within the last 90 days.

3. Perform automatic category changes.
TWIST automatically changes category for clients based upon their
certification category codes, current date and birth date.

4. Create “Automatic and Manual Termination Report.”
The User can access this report as a file menu item to review a list of all
automatic and manual terminations for the month that has just ended.

5. Update Participating Caseloads.
The Current Statewide Caseload figure will be updated with any
adjustments to caseload made either from the Adjustment Activity or
Percentage Adjustment screens.
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Print graduation notices.

The system will automatically print graduation notices during End-of-Day
for all clients automatically terminated or who did not have a graduation
notice printed by the user when they were manually terminated.

Delete unfilled appointment requests.
Unfilled appointment requests will be deleted two months after the request
month on the first business day of the new month.

Delete appointment scheduler records over twelve months old.

Capture and print out status of End of Day/Month Activities.
The system will generate a message indicating that either End of Day
failed to complete successfully or End of Day completed successfully. If
the process failed, the system message will direct the user to contact the
system administrator. The cause of EOD failure will be explicitly stated in
the EOD status logs.

Reviewing Quarterly/Annual End of Day Processes

The following reports are run on a quarterly or annual basis.

Quarterly Reports

1.

Vendor Quarterly Profiles.
This report provides detailed reporting about specified vendors.

Dual Participation Report.
This report indicates possible dual participants.

Annual Reports

Normally run annually and reports on the previous year, some reports can be run
on demand for other specified date ranges.

1.

Number of Weeks Breastfed.
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2. Week Formula Introduced.

3. Infant Breastfeeding Demographics.

4. Breastfeeding Intention.

5. Breastfeeding Women Demographic Profile.

= Practice Activities:

Review the variety of EOD processes and discuss which Local Agency staff will
be responsible for monitoring and following-up on associated activities and
outputs.

v Skill Check:

1. List three jobs run during the daily EOD process.
e

Circle True (T) or False (F) for each of the following questions.

2. TorF No reports are printed automatically. The User must access
the reports as a file menu item and print them as needed.

3. TorF The Number of Weeks Breastfed report is normally run
annually.
4. TorF The system will automatically delete appointments older

than three months.
5. TorF Unfilled appointment requests will be deleted daily.

& Notes:

Ch 6, 400.5



This page intentionally left blank.




Oregon WIC TWIST Training Manual August 24, 2015

Chapter 6: System Administration
Section 6: TWIST Practice Database
Lesson: TWIST Practice Database

Objectives:

Upon completion of this lesson the user will be able to:
« access the TWIST Practice Database from their computer;
o identify the limitations of the Practice Database; and
« list the tasks needed to make the Practice Database functional in their agency.

Oregon Policies:

¢ 440  Nutrition Training Manual
¢ 450  Confidentiality

Overview:

Many of the functions in WIC are performed using the TWIST Data System. When new
staff are hired or when new TWIST functions are released local agency staff need a place
to learn and practice new skills. The TWIST Practice Database (“Practice”) is a
functioning database using TWIST software but populated with fictional participants.
This database provides a learning environment where processes can be practiced without
the confidentiality issues, program integrity concerns and risks inherent in working with
real WIC participants.

“Practice” has some limitations because it does not have real benefit issuance and End-

of-Day processes are not run against it. This lesson will show users how to set up their
agency’s practice clinics, and how to open and use the Practice Database (“Practice”).

Instruction:

Accessing “Practice” Database

“Practice” Database is available to any WIC user when you log in to Citrix. It will show
as an additional FamilyNet icon once you have logged into Citrix.
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1. Click on the “FamilyNet Practice” icon.

FamilyMet Practice

Figure 2: “FamilyNet Practice” Icon

2. Log in to “Practice” using the login and password given to your
agency by state staff.

« Logins will be your agency name if it is more than 6 letters long. Logins will be
your agency name plus “staff” if it is shorter than 6 letters.

Example: “columbia” would be the login for Columbia County. “saludstaff” would be
the login for Salud WIC.

. Passwords are set by the state as “healthy” and can be reset by the local agency.
. As many people as need access to “Practice” can login at the same time with the

same login and password.
« You will know that you are in “Practice” by the unique color of the background in

this database.
« You will also see the name of the database in the lower right-hand corner of the

screen.

J Important Note: You should only access your own agency in “Practice!”

| Ford |famnet_tiain / famnet_practiee
O 82® ySIM2 HN@PE 333PM

Figure 3: “Practice” Database Screen Notation
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Setting up your “Practice” Agency and Clinics

The state WIC office will set up a generic agency and clinic(s) for you. In order for you
to be able use all the normal functionality of TWIST while in “Practice” you may need to
set up some functions for your agency as you do in the production environment. These
only need to be set up if your staff want to practice a function requiring that information.
For example, you only need a appointments set up if staff want to schedule appointments.

J NOTE: The number of clinics in your “Practice” agency will not match your real
clinics. Extra clinics make “Practice” unwieldy and slow. Most agencies will have a
single clinic named “Main.” One clinic is adequate to train most staff. Only very large
agencies will have additional clinics in order to have enough participants to speed access
for all staff. Do not add extra clinics in “Practice.”

Staff Information - Set up staff in the staff tables

The starting point for this section is:
Operations Management = Operations = Staff Information

« Refer to Chapter 8, Lesson 101, Staff Information for help.

« Including this information will allow you to schedule participants normally.

« You may use minimal information or false staff names if needed.

« Putting in special staff people will allow more realistic clinic scheduling. For
example, you may want bilingual staff, RD or other high-risk staff.

Appointment Templates and Schedules Set up

The starting point for this section is:
Appointment Scheduling = Scheduling => Template Maintenance

« Refer to Chapter 4, Lesson 200, Template Maintenance and Lesson 201,
Template Scheduling Options for more information.

« You must set up appointment functions in your agency in order to schedule
participants.

« You may choose to make these schedules very realistic to mirror your normal
clinic operations or make them very generic for practice purposes.

Second Nutrition Education - Create classes

The starting point for this section is:
Appointment Scheduling => Tables = Nutrition Education Classes

« Refer to Chapter 4, Lesson 401, Group Scheduling for more information on
setting up classes.
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« This will allow you to make requests for GE classes.
« Classes need to be set up for each clinic you plan to use.

Finding Participants from your Agency
Participants can be added to “Practice” by staff using the database.

J NOTE: No real client data should be entered in “Practice” due to confidentiality
issues.

There are many participants already populating your agency. These participants are
copied from the training agency (Ford). In “Ford” we have 14 participants with the same
name that are only differentiated by their middle initial. Each of those participants have
been duplicated for your agency but now include your agency and clinic along with the
original middle initial as their middle name, e.g. Fred Ford-Bronco-A Fossil.

J NOTE: Staff can be assigned a specific middle name and initial to work with. This
will prevent staff trying to work on the same client at the same time.

J NOTE: Each month participants in “Practice” will have their ages and all dates in their
record adjusted so that they remain in the same place in their certification period and the

same category.

J/ Important Note — You should only work on participants assigned to your
agency!

The starting point for this section is:
Any TWIST screen = Client Search Screen

1. Search for the client using the first 3 letters of their last name, the
first three letters of their first name.

2. Select your agency name from the agency drop down.

3. Click the “Search” button.
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‘% Client Processes - [ FamilyNet] 8] x|
File Edt WView indow Help

|B s m@ois

Client Search |G.|aﬂ'llan Search I
Note: The % symbol acts as a multiple character wildcard
Last Name First Middle Range for Date of Birth State ID
fie fio [ jpojoojocoo— oojoojocod |
Street # Street Name Street Type City Zip Code Phone Number Local ID
| | | | | S | |
Gender Agency Application App ID Social Security #  Medicaid
[ =] JFord [ =) | | -- |
—
84943 Fields Fiona Ford-Bronco-H 12}08{1984 Real
85573 Fields Fiona Ford-Bronco-1 12}09/1984 Real
86203 Fields Fiona Ford-Bronco-1 12/10{1984 Real
86833 Fields Fiona Ford-Bronco-K 12/11/1984 Real
140971 Fields Fiona Ford-Bronco-L 12/12{1984 Real
87463 Fields Fiona Ford-Bronco-M 12]13(1984 Real
88093 Fields Fiona Ford-Bronco-Z 12/14{1984 Real
38549 Fields Fiona Ford-Escort-4 12/01/1984 Real
43253 Fields Fiona Ford-Escort-B 12]02{1984 Real
52339 Fields Fiona Ford-Escart-C 12/03{1984 Real
52969 Fields Fiona Ford-Escort-D 12}04/1984 Real
53599 Fields Fiona Ford-Escort-E 12}05{1984 Real .{ﬂ
[ eoch | MewSearch | 56 Clents found AddNew Ciient | Retum W/Client | Retum W/0 Cient |
[Ready | Dctober 12, 2005031343 PM [ Kim McGee |Fod | famnet_tiain / famnet_practice

Sstot]|| 20 & B &) || @riovet. | Gy | Mocoo..| Bsokct.|[Echent. & NAPLYYDT® ausm

Figure 4: “Client Search” Screen
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Issuing Benefits and eWIC Cards in Practice

The Practice Database is connected to a special training set up with Oregon’s banking
contractor. This allows you to issue benefits to practice participants as usual. You may
also issue eWIC cards if you use the virtual card numbers assigned to the practice data
base.

e Benefits issued are removed every month when the practice database is refreshed.

e Virtual eWIC card numbers can be reused each month after the database is
refreshed.

Limitations of the “Practice” Database

“Practice” will not function like the production data system in several important areas.

« Call App Support to “Practice” made available to new staff.

« End-of-day processes do not run against “Practice.” None of the functions
resulting from this process happen in “Practice.” E.g. participants are never
automatically terminated.

« Client dates of birth and other dates in the record will change each month to keep
them a constant age, category and month of their certification period. E.g. Sasha
Seaside will always be due for a recert, no matter what month you access
“Practice.” Think “Time Warp.” This process will happen on the last day of each
month.

« Each month client data will be “rejuvenated.” That means that any actions taken
in “Practice” during the month will be erased and everything will return to the
way it was at the start of the month. This includes benefit issuance and all
appointments or requests. That way we get to start with a clean slate at the
beginning of each month. It also means that any participants you add to
“Practice” will disappear at the end of the month.

« Due to the limitations of the Practice Database, do not call Application Support if
you have issues or problems with the database. Close the offending screen or log
out of “Practice” and try again. If “Practice” does not function as you expect,
contact Kim McGee at the State WIC office.

X Tips and Shortcuts:
« Setting up your agency and clinic as close to reality in “Practice” will make staff
practice time more applicable.
« Use the following client list to find a client that fits your required practice
scenario.

Ch 6, 600.6



Oregon WIC TWIST Training Manual

August 24, 2015

= Participants In “Practice”

Participants marked with an asterisk (*) are due for a recertification.

Pregnant Women

Anna Albany
Sophie Bates
Serena Creswell
Dorena Drain
Desiree Dundee
Artrina Hines
Lexi Lexington
Maria Mikkalo
Becky Noti

Rae Ann Rainier
Maria Redding
Samantha Sandy
Samantha Seaside

Breastfeeding Women

Amy Ashland — WE twins

¢ Belinda Billings — WB

e Christina Cheyenne — WE

e Fiona Fields - WE

e Sondra Spokane — WB
Infants

Andrew Ashland — IE7-12
Abby Ashland — [E7-12
Billy Billings — IB4-6

Infants Continued

Christopher Cheyenne — [E7-12

Freddie Fields — [EO-3
Forest Grove — IN4-6 (on
medical formula)

Sparky Spokane — IB4-6
Julie Tidewater — IN4-6

Children

Anthony Allegheny — C1
Brittany Bates — C1
Darla Dayton — C1
Francine Fields — C2-5
Fred Fossil — C2-5
(partially completed recert)
Frannie Foster — C2-5
John Jackson — C2-5
Katrina Keizer — C1
Levi Lexington — C2-5
Negril Nehalem — C1
Serena Sandy — C2-5
*Sasha Seaside — C2-5
Toby Texas — C2-5
Veronica Vida — C2-5
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Chapter 7: Reports

Section 1: Reports

Lesson: Using Reports
Objectives:

Upon completion of this lesson the user will be able to:

o know how to access, run, print and export reports.
Overview:

Most of the reports you need to run your clinic efficiently are available on-line
within TWIST. With a few clicks of your mouse you will be able to access the
information you need quickly and easily.

There are reports for every functional area in TWIST. These include quality
assurance reports that can be used to monitor your compliance with state and
federal regulations, reports to use for managing your appointment scheduling,
reports that generate information for clients, and staff productivity reports just to
name a few. Although this lesson does not cover all reports, it will teach you how
to access the reports you need.

Some reports are designed specifically for local agency use while others are
designed for state use only. There are quality assurance reports for most areas
among the reports the state will use. These will be used to help track local
agencies compliance with state and federal regulations and will be utilized when
doing local agency reviews.

Instruction:

Running Reports

Reports are separated into each functional area of TWIST. In each module they
are found under the “Outputs” menu.

For this lesson, we are using the “Daily Clinic Schedule Report” which is in the
Appointment Scheduler module.
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The starting point for this lesson is:
Select Modules = Appointment Scheduler = Output

Appointment Scheduler =R
File Scheduling WaitList Tables Window Help
i3 | Auto Scheduler Unable to Schedule

Correspondence

Daily Clinic Appointment Prep Report

Daily Clinic Schedule

Group Appointment Sign-Up List
Interpreter Needed Report

No Show Client Register

Projected Individual Appointment Requests
Projected GE Requests

Refusal Rates for Second Nutrition Education
Register of Clients to Manually Schedule
Show Rate Reports

Unfilled Appointment

Wait Lists

Staff Schedule Report

Selected Group NE Class

Ready | Febran 12, 2018 11:19 &M | Deborah Bar [ Deschutes CHD ] lbox

Figure 1: Sample of Reports in Appointment Scheduler
Select the report to run. For this lesson, use “Daily Clinic Schedule.”

This will bring up a blank screen with selection criteria for the report you
want to run.

Appointment Scheduler - [AS200R. - Daily Clinic Schedule for Individual Appointments] = | T
File | Edit View Window Help

B & B @
[selection |

SortBy:| & Staff  Last Name
. 5 . " staff f Local ID
Date: P0/00,/0000 Clinic: -
oo/ " 5taff f Time
" Time / Last Name

Ready | Februan 12,2018 11:22 AM | Debarah Barr | Deschutes CHD famned_test / famnet_sandbox

Figure 2: “Daily Clinic Schedule” Report Selection Criteria
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Enter selection criteria.

o Selection criteria are used to limit or expand the search for the
information you are looking for.
o If a certain criterion is mandatory the field will be yellow.

o If there is data present that meets your selection parameters, the
report will display. If there is no data present that meets your
selection parameters, a message stating “no data found” will
display.

o The data can be reviewed (if more than one page in length) in a
variety of ways. You have the option of scrolling through the data

using the View menu bar, the Toolbar arrows or the side/bottom
scroll bars.

'Appum\men(ichedmer—[ASZDBRrDally[\im(S(hsdu\e(crlndw»dualApp\jmlments] o ® == I
File Edit View Window Help

o 7| B s BBARZ K4 M E

[Selection ]

SortBy:| ¢ Staff /Last Name
Date: [10/02/2017 Clinic: [BEND | ((: g:azﬁ I_-roca[ D
el ime
@ Time / Last Name

User1D: dbarrl
Report ID: AS200R Daily Clinic Schedule for Individual Appointments
Sorted by: Time / Last Name

Clinic Name: _BEND

Schedule Date: 10/02/2017

Appt.  Appt. Local Risk

Time type WICId d Client Name DOB Staff Name Level Lang. Inte
Last First Last First

08:10 AM RW 01139419-01 FOREST SUSAN 05/10/1988 O'Neill Maria H Spanish N

08:30 AM RC 01076413-02 TREE OAK 05/01/2013 O'Neill Maria M Spanish N P

08:50 AM RC 0107641303 TREE CHERRY 10/20/2014 O'Neill Maria L Spanish N P

09:10 AM NI 01139418-02 DAY SUNNY 08/22/2017 ONeill Maria M English N E

09:30 AM RC 00959887-04 SKY CLOUDY 10/18/2016 O'Neill Maria L Spanish N P

09:50 AM RC 0097543003 GRASS GREEN 04/13/2013  O'Neil Maria L Spanish N L

10:25AM F2 00873466-01 MOUNTAIN SNOW 03/12/1988 O'Neil Maria L

Spanish N i
i »

Figure 3: “Daily Clinic Schedule” Report

=

———

J The report will appear in a print preview mode. Be sure the blue
margin includes all the data you would like printed. If the data is
located outside this blue box, you will need to use legal-size paper
when printing.
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o Only some reports can be exported to Excel. If the report can be
saved directly into Excel, the “Save As” icon will automatically
appear toward the left-side of the Toolbar.

o The report can be saved on your local computer. This is useful to
filter and analyze the data.
o It is helpful to save the report with a unique file name.

/A NOTE: The first time you use the “Save As” icon, check the location of
where the file is saved. To save to your local computer drive, following these
instructions.

In the “Save As” pop-up window:
Network = Desktop => Computer = (find your files)
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Chapter 8: Operations Management
Section 1: Operations Management
Lesson: Breast Pump Inventory and Tracking Reports

Objectives:

Upon completion of this lesson the user will be able to:

o view and add breast pumps to the “Breast Pump Inventory” table;

o change the status of a Lactina or EnDeare pump in the table; and

o view and print the “Multi-User Pump Tracking” and “Breast Pump
Inventory” reports.

Oregon Policies:

¢ 712 Breastfeeding: Breast Pump Ordering, Distribution and Tracking
Guidelines

Overview:

The “Breast Pump Inventory” table, “Breast Pump Inventory” report and “Multi-
User Pump Tracking” report are used in conjunction with the “Breast Pump
Issuance” screen to issue, track and maintain breast pump inventories.
Information in the inventory table and reports is automatically updated when
breast pump information is entered in the “Breast Pump Issuance” screen. For
more information see Chapter 3, Lesson 600 Breastfeeding Tracking.

Instruction:
Using the Breast Pump Inventory Table

The starting point for this lesson is:

Operations Management = Tables = Breast Pump Inventory Table
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Adding a Lactina or EnDeare to the Inventory
NI

File Edit Window Help

IR e
_preast Pump Inventory I

__|Date Added Type Serial # Adency Clinic Partner
_ 04/ 15/2006 Double Pumping Accessory Kit hd Clackamas CHD d o El
~|pitsiz00e Hospital-Grade Breast Pump {Lactina) _~||tooooo Clackamas CHD = | |OREGON CITY d
_|4/15/2006 Hospital-Grade Breast Pump (Lacting) v |jloooot Clackamas CHD  « | |OREGON CITY E

04152006 Hospital-Grade Breast Pump {Lactina) = 100002 Clackamas CHD | |MoLALLA R4
:04,1’15,1’2006 Manual Breask Pump = Clackamas CHD x| | oREGON CITY d
LD4,|’15,|’2006 Personal Double Electric Pump (PumpInStyL Clackamas CHD | |OREGON CITY E

Figure 1: Breast Pump Inventory Table

1. Click the “Insert” icon to add a row.

2. The “Date Added” field defaults to today’s date but can be
modified.

3. In the “Type” field, select “Hospital-Grade Breast Pump
(Lactina)” or “Multi-User Breast Pump (Hygeia EnDeare)” from
the drop down list.

4. Complete the “Serial #” field by typing in the pump’s serial
number. For EnDeare pumps, include the H in the serial
number.

5. Complete the “Agency” field by selecting your agency from
the drop down list.

6. Complete the “Clinic” field by selecting the clinic from the
drop down list. This field is optional.

=181

File Edit Window Help

[B )+ - | d @ & @S
_breast Pump Inventory !
Partner ty Added | Dty Available | Status End Date | Notes
- 20 20 | pojoofoooo
hd 1 1 |Available hd 00000000
] 1 1 [Available | jpofonjonao
hd 1 1 |Available hd 00000000
hd 20 20 hd 00000000
- 1z 1z - | joojonyon00

Figure 2: Breast Pump I;wentory Table

If needed, complete the “Partner” field by selecting the partner
from the drop down list. If the “Agency” field is left blank, the
“Partner” field becomes mandatory.
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J/ Note: Portland metro area pump partners and their assigned breast pumps are
added to TWIST by the state WIC office and will automatically appear in your
inventory. To add Local pump partners, contact the state WIC office.

8.

10.

11.

The “Qty Added” field for Lactina and EnDeare pumps is
always 1. Type a quantity of “1” in this field.

Complete the “Status” field by selecting Available from the
drop down list.

When Available is selected in the “Status” field and “Save” is
performed, the “Qty Available” field will be populated with “1”.

If needed, double click in the “Notes” field to enter a free form
note.

& NOTE: User can sort this table by Type, Serial #, Agency, Clinic,
Partner, or Status by clicking on the appropriate column heading.

Adding Other Types of Breast Pumps to the Inventory

1.

2.

Click the “Insert” icon to add a row.

The “Date Issued” field defaults to today’s date but can be
modified.

Complete the “Type” field by selecting the appropriate pump
type from the drop down list.

Complete the “Agency” field by selecting your agency from
the drop down list.

Complete the “Clinic” field by selecting the clinic from the
drop down list. This field is optional.

Complete the “Qty Added” field by typing in the quantity of
pumps.

NOTE: Entering personal pumps is required. Entering manual pumps is
recommended but not required.
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Changing Multi-User Pump Status (Lactina or EnDeare)

1. Change the information in the “Status” field by selecting a new
status from the drop down list.

J/ Note: There are 8 pump status types in TWIST. Three status types change
automatically when information is entered in the “Breast Pump Issuance” screen.
For example, when a Lactina or EnDeare pump is issued, the status changes from
Available to Issued and when a return date is entered the status changes back to
Available. The status of a Lactina or EnDeare changes to Under Investigation
when the “Referred to State” field is completed. The other five status types must
be manually selected in the “Breast Pump Inventory” table. These status types are
In-House Cleaning (optional), Permanently Out of Service, Returned to
Manufacturer, Lost by Agency, and Unrecoverable. The Lost by Agency and
Unrecoverable statuses can only be entered by state office staff.

Viewing the Multi-User Pump Tracking Report
The starting point for this lesson is:

Client Processes = Outputs = Reports = Nutrition Education = Breastfeeding
= Multi-User Pump Tracking Report

Client Processes - [CP415R - Multi-User Pump Tracking] EI@
File | Edit View Window Help

e FBRBRIS A M E

[selection |

SortBy:| (" Client Name
StartDate:03/01/2018 | Agency: | > Pump Status: ™ WIc D
EndDate:P3/34/2018  Cinic ~| R ] | € pump Serial No.
" Due Date

User ID: dbarri . . 2/
Report ID:  CP415R Multi-User Pump Tracking Report

Date Range: 3/1/2018 - 3/31/2018

m

Alternate Contact
Client Name Wic Id Serial # Due Date Ext Due Date Alt Cont Relationship Alt Contact Phone MNotes

Agency: Deschutes CHD

Clinic: BEND
HOLLY A HOLIDAY 01014313-01 HBE56666 03/01/2018 Jon Jones 333-333-3313
341-993-3228 Home FOB
Jeanny Jeans 01161569-01 H7777771 03/31/2018 Joe Johnson 222-222-2222
715-828-0053 Cell Phone friend
Justine M Justice 0109278401 9997778 03/31/2018 Sally surl 595-999-5959
541-738-4344 Cell Phone Grandma
Kasey C Kasem 00923405-01 584201 03/31/2018 Dolly Madison 4564-555-5635
541-771-0085 Cell Phone Grandma 2
4 T 3
Ready | February 16, 2018 10:50 AM | Debiorah B ar | Deschutes CHD famnet_test / famnet_sandbox

Figure 3: Multi-User Pump Tracking Report
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1. Enter a range of breast pump return due dates in the “Start
Date” and “End Date” fields.

2. Select a clinic from the drop down list in the “Clinic” field or
leave this field blank to run a report for all clinics.

3. Select a pump status type in the drop down list in the “Pump
Status” field or leave this field blank to run the report for all
status types.

4, Select a sort preference in the “Sort By” field.

5. Click on the “Run” icon to view the report.

6. Click on the “Print’ icon to print the report.

Viewing the Breast Pump Inventory Report
The starting point for this lesson is:

Operations Management = Outputs = Breast Pump Inventory Report

Operations Management - [OM381R - Breast Pump Inventory] EI@1
File Edit View Window Help
o dPEBER LS A E
[election |
Agency: ’—Ll Pump Type: |Mu|h'4_lser Breast Pump {(Hygeia EnDeare) ﬂ Include Partner Pumps: [
Clinic: |BEND - Pump Status: [
User ID: dbarrl 2/16/2018 10:54:12

Report ID: OM381R
Breast Pump Inventory

m

Date Pump Oty Oty Pump
Added Serial # Added Available gnq pate Notes

Agency: Deschutes CHD

Agency /Clinic: Deschutes CHD
Pump Type: Multi-User Breast Pump (Hygeia EnDeare)
Pumps Status: Available
01/31/2018 H7777716
01/31/2018 HIFFITLT7
01/25/2018 HI777T74
01/25/2018 HFFFITT5
11f13/2017 H9383675
Agency [Clinic: Deschutes CHD - BEND
Pump Type: Multi-User Breast Pump (Hygeia EnDeare)

Pumps Status: Available
02/07/2013 HOO00000 1 1 1 il
m

Ready \ Febiuary 16, 2018 10:54 Ak | Deborah Barr \ Deschutes CHD famnet_test / famnet_sandbox

Figure 4: Breast Pump Inventory Report
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5.

6.

Enter the “Pump Type” from the drop down menu.

Select a clinic from the drop down list in the “Clinic” field or
leave this field blank to run a report for all clinics.

Select a pump status type in the drop down list in the “Pump
Status” field or leave this field blank to run the report for all
status types.

To include “Partner Pumps” in the report, check the checkbox.
These include only the partner pumps from are local agency
specific partners.

Click on the “Run” icon to view the report.

Click on the “Print’ icon to print the report.

NOTE: The end of this report also shows totals for all pumps.

Operations Management - [OM381R - Breast Pump Inventory] EI@
File Edit View Window Help
1 B BRI A r HE
[Selection |
Agency: - Fump Type: | j Indude Partner Pumps: [
Clinic: [BEND = Pump Status: | |
-
Deschutes CHD Totals
Multi-User (Medela Lactina & Hygeia EnDeare) Other Breast Pump Types
Available: 34 Personal Double Electric Pump(Pump-N-Style): 118
Issued: 22 Manual Pump: 19
In-House Cleaning: 0 Double Pumping Accessory Kit: 96
Permanently Out of Service: 14 Harmony Breast Pump: 43
Returned to Manufacturer: 0
Unrecoverable: 19
Under Investigation: 1

Figure 5: Totals Box in Breast Pump Inventory Report
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& Notes:
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Chapter 9: Financial Management
Section 2: Priority Freezing
Lesson: Special User - Priority Freezing

Objectives:
Upon completion of this lesson the user will be able to:

o set priority freezing for different priorities; and
J end-date priority freezing when no longer needed.

Oregon Policies:

o 475  Waiting List

va 653  Participant Transfers Into and Out of State of Oregon
s 654  Participant Transfers Within State

z 670  Risk Criteria Overview

Overview:

Priority freezing is a tool to manage caseload when a local WIC agency is
serving its maximum assigned caseload. The Waiting List policy should be
reviewed carefully and the decision to freeze priorities discussed with and
approved by the state WIC office before a local agency freezes priorities. A
participant who, at certification or recertification, falls into a priority that is
frozen will not be able to be certified. You will have the option to place the
participant on the “Priority Ineligible” wait list to track these participants in
the event that you are later able to un-freeze that priority and serve more
participants.

The participant priority system for Priorities I through VI must be followed
when freezing priorities. For example, a local program cannot freeze priority
V unless they have first frozen priority VI. The Priority Freezing function
also allows for prioritizing within a priority to more closely manage caseload.
For example, you may choose to freeze Priority V four year olds, while still
serving Priority V children who are less than four year olds.

Please be sure to review the TWIST lesson on “Wait Lists” in Chapter 4,
Section 8, when planning on using the priority freezing function.
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Instruction:

Freezing Priorities

The starting point for this section is:
Financial Management =» Caseload =» Priority Freezing

1. Add a new row using the green “+” sign if needed.

File Edit ‘Window Help
||+ — =2 0% | ¥ 2B|S
!

[Selection

Agency: fwalows CHD

[Freezing History !

Briority. General Cateqory For Chid Age Risk Factor Start End Hotes Fresze
one | Twe [ihree] F Series Name Date Date
L [~

» =10 = r 0/0D/0000_pojo0jo00n | =

4

Fleady [ Dctober 04, 2004 113401 AM | Susan Greathouss [Wiallowa CHD

start||| 11 & B 5) »|| ENov.| BP0 | B6r. | Eic| Esel. | EFna INABLF P 1134am
Figure 1: "Priority Freezing" Screen

2. Select the Priority you want to freeze from the drop down
window.

+ NOTE: You must freeze the lowest priority first. Refer to Policy 475 for
requirements around priority freezing.
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## Financial Management - [453105 - Priority Freezing]
File Edit “/indow Help

B+ = |- |[x0%F $n|s
1

([selection ]
Agency: fwallowa CHD ‘

[Freezing History ]

General Cateaory For child Age Risk Factar Start | End | Notes
One | Twa [Three] Four e (D == Ll

1=l =HC - &0 - ~[posoojoonopojoojooon M
1 PG, BF WOMEN, & INFANTS AT NUTRITIONAL RISK =
2 INFANTS (<6 MO OF AGE) BORN TO WIC MOM OR MOM WHO W
3 CHILDREN AT NUTRITIONAL RISK
4 PG, EF WOMEN, & INFANTS WITH AN INADEQUATE DIET ORLY +
5 CHILDREN WITH INADEQUATE DIET ANDJOR PREVENTIVE MAINT |
5 POSTPARTUM, NON-BREASTFEEDING WOMEN AT NUTRITIONAL F .

Priority Freeze

L

4]

Fieads | October 04, 2004 11:34304M | Susan Greathause | wallowa CHD devil / famnet

Astan|| | 11 & B 5y || ENov. | Frin | B0, | B | Ese [ENMBELP D 11:34am
Figure 2: Selecting Priority Level

EFin._.

3. Select the General Category from the drop down window.

% Financial Management - [A53105 - Priority Freezing]

File Edit “window Help
||+ - |wR|[0F %@ 3

[selection ]

Agency: [Wallowa cHD ‘
[Freezing History ]

Briority General Cateqory For Child Age Risk Factor Start End Hotes Freeze
el i Tl o Series Mame Date Date
b |[& PosTRPARTUM, = =HC & o ~|pasaoiooas pajaojonon [ ~
POSTRARTUM

<

[Ready | October 04. 2004 11:40548M | Susan Greathouse [Wallowa CHD devll / famnet

(GNP W 11408

hstan| | ) @ B 5) || Enov | #Fio | @eo | EHio | Ese
Figure 3: Selecting the "General Category"

4, If you are freezing either Priority V or Priority lll, select the
appropriate “Child Age” by clicking in the box under that
age.
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2 Financial Management - [AS3105 - Priority Freezing]
Fie Edi “rdos Help

B+ - |wd o0& $ 2r|3|

[Selection ]

Agency: [Wallowa CHD

[Freezing History ]

Briority. General Cateqory For Child Age Risk Factor Start. End Hotes Fresze
One | Twa [Three| Four | 2=ies Mame e e
O - oo |z ]ftoiosz004 pufuufuuuu | ~
| N | S EE | T | W

&

4

Fieady | October 04, 2004 11:5015.8M | Susan Greathouse [willowa CHD

Asan] |14 @ B Gy || o | #rio | oo, | Elvic | Boo |
Figure 4: Selecting "Child Age"

ENHRELPPm mam

EJFin...

+ NOTE: If you are freezing for more than one age of children, for example 3
and 4 year olds, you will need to use a separate row for each age.

Z# Financial Management - [453105 - Priority Freezing]
File Edit “irdov Help

Blr- R 0% tn S

[Selection ]
Agency: [fallowa CHO
[Freezing History ]
Pricrity Genersl Catenory For Child Ags Risk Factor Shart End Hotes Frasas
One | Twa [Three| Four | 2SEs Hame Laie Lele
& FOSTRARTUN, = [FosTRaRTM =] [ [ [ [ | S ] ¥
5 CHILOREN WITHx] [CHILD S N e i ~|[iorosizone pojonjooon V¥
B |[E CHLDREN wiTH =] [CHiD A0 RO 2 | T I
4]
Ready [ Dctober 04, 2004 11:5041 AW | Susan Greatiouss [/l CHD 5 1
#istan] | ] & B 5 || Ehev.| ®Pic.| Bewo. | Ewier | Esel. |[EFn. [ENHBELBUe 150

Figure 5: Selecting More Than One "Child Age"

Ch9,200.4



Oregon WIC TWIST Training Manual December 2004

5. Enter the “Start Date” when you want the Priority Freezing

to take effect.

o It is not necessary to enter an end date at this point unless you

know when you are going to stop freezing for that priority.

Z Financial Management - [A53105 - Priorily Freezing]
File Edit /i Help

B =B & |8 m 3

[selection |
Agency: [Wallowa CHD
[Freezing History |
Priority General Cateqory For Chid Age Risk Factor Start End Hotes Freeze
one | Twa [Three] Four Series Name Date Date
& poSTPARTLM, el [PostPeRTUM =] [0 [ [ [ ~|[ro/0s/2004  fpoyooyooon 7l
5 CHILDREN WiTH ] [CHILD L e ~|[roros/2004  jpojooyooon ird
» |5 CRILoREN wiTH =] [criLo: LR e ~|[171s/z00¢ |oojonjonoo i
4
|Ready | Dctober 04, 2004 125211 PM | Susan Greathause [wallowa CHD

i Start H | & & 5 ”“ o | BiPio.| Bco. | Elwe | Bse. |[EFin... ENHEL P W 1zszey

Figure 6: Entering a "Start Date"

6. Enter notes if needed into the “Notes” field by double-
clicking in the “Notes” box and typing in your note.
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Z# Financial Management - [453105 - Priority Freezing]
File Edit “/indow Help

B+ -z o®| s e S
|

[Selection ]

Agency: fivallowa CHD

[Freezing History ]
Priority. General Catenory For Child Age Risk Factor Start End Notes

one | Two |Three| Four S (Eetie, Date
6 POSTPARTLIM,
5 CHILDREM 'WITH

Freeze

[=l[postrarum_ [=] ™ T [ [ | |=][:0/05iz004  pojoojoooo I
=l [crae 2 I i i i =][iofosyzo04 pojoojonog il
» [5 Cricoren wiTH=] [crio Sl T O F T [ =) 150z004 127512004 [ihis s & very tempore [

4

|Ready | Dctober 04, 2004 M1A7A5PM | Susan Greathouse |wallows CHD

Asan||| 1 & @ 5y 7| Fiov.| Eri. | Pow. | Emi.| Bsel. [ NZELP U ti7ed
Figure 7: Adding "Notes"

7. Save and exit.

(Practice Activity 1:

Using your K Activity Sheet, follow the steps below to.

The starting point for this section is:
Financial Management =» Casecload =» Priority Freezing

Select “6 Postpartum Non-Breastfeeding Women” in “Priority”
Select “Postpartum” in the “General Category”

Enter today’s date in the “Start Date”

Save and exit.

el S

Ending Priority Freeze

Once you save a Priority Freeze screen, you cannot remove that row. In order
to end priority freezing, you must enter an end date in that row in the “Priority
Freezing” screen.

The starting point for this section is:
Financial Management =» Caseload =» Priority Freezing
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1.

Enter the date when you want to end priority freezing in the
“End Date” for the priority that you are “un-freezing”.

+ NOTE: Remember, you must unfreeze the highest priority first.

Z# Financial Management - [453105 - Priority Freezing]

File Edit irdow Help
Blr- R 0% tn S

[Selection ]

Agency: fWallowa CHD

[Freezing History ]

Friority Gensral Catedory. For child Ags Risk Factor Start End Hotes Frﬂ
One | Twa [Three| Four | 2SEs Hame Laie Lele
6 POSTRARTUM, {|[POSTRARTLM  [=] 7 = [ [ | |=lftoiosizo04  pojoojonda ~
S CHILDREN wITH | [CHILD C O O~ ~||[t0/0siz004  pofoojooon ~
¥ [[5 crworen wiTH =] [crie YO F T 57200 [12/51/2004 |[This is a very tempors. V1
s

<

|Fieady | October 04, 2004 01:28:43PM | Susan Greathouse |Wallowa CHD

Astar]|| 1) @ B G || Erow | BPin | oo | FEwer | Esel [GNHBELP Um 123rm
Figure 8: "End Date" for Removing Priority Freeze

Save and exit.

Check your agency’s “Priority Ineligible Wait List” (if you
have been using that function), to see if there are any
participants who were in a “frozen” priority who are still
eligible to be reactivated.

o You will want to contact participants to see if they are still in
your service area and interested in participating in WIC again.

If so, you can reactivate them from the Intake screen and issue
FDs.

(Practice Activity 2:

Using your K Activity Sheet, follow the steps below to.

The starting point for this section is:

Financial Management =» Caseload =» Priority Freezing
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1. Enter an end date 3 months from today under “End Date” for the
Priority 6 category that was frozen earlier.

2. Save and exit.

N Notes:
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Chapter 10: Vendor Management

Section 2: Farm Direct Nutrition Program
(Farmers’ Market)

Lesson: Using the Farmers’ Market Administration

Screen

Objectives:

Upon completion of this lesson the user will be able to:

o set the agency’s maximum family benefit;

o verify the agency’s (or clinic’s) receipt of stock from the State at the
start of the Farmers’ Market season;

o void unissued Farmers’ Market stock; and

o transfer stock between clinics or back to the State.

Oregon Policies:

o 1100 Farm Direct Nutrition Program: Local Program
Responsibilities

Overview:

Use the Farmers’ Market Administration screen to help get your agency ready
for the season: you will verify that your agency or clinic has received the
coupon stock that the State indicates on your packing list. You will then use
this screen to assign stock to the appropriate clinics in order for the stock to be
available to issue. Also use this screen to void unissued coupon stock (e.g.
stock that arrives damaged from the printer or stock that is stolen), and to set
the agency’s maximum family benefit. (“Family maximum” is the maximum
dollar amount in Farmers’ Market coupons that can be issued to a family with
Farmers’ Market-eligible members).

Instruction:

Using the Farmers’ Market Administration Screen

The starting point for this section is:
Vendor Management + Farmers’ Market + Administration
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i Vendor Management - [VM5005 - Farmers Market Administration] - ﬁ
File Edit Help

e DE L+BBEE

|Selectiun |

Coupon Year: H

|Agency Stock |
| Start Coupon | End Coupan | Quantity | Status | Sent Date | Sent By | Verified Date | Yerified By 2
Agency: Hatney CHD ‘
3 136 154 19 |AyYAIL 2/17 (2005 fEcrouser pz2f17/2005 ECrouser
200 300 101 |avaIl  p2f17/2005 Eecrouser p2/17 /2005 Ecrouser
Transfer Stock
346 399 54 AVAIL 211712005 lEcrauser [2f17 /2005 ECrauser
445 500 56 [avall  |pz/17/2005 Ecrouser pz/17/z005 Ecrouser Werify Stock.
31001 32900 1900 |hvAIL 331 /2005 fEcrouser [3f31/2005 ECrouser Yoid Stock
32901 33000 100 pOID 3/31j2005 fcrouser
Clinic: Harney Health Dept. ‘
[ 501 | 514 14pvAIL  Pzf17/2005  fecrouser peitzfzn0s forouser
=
IStock History |
| Source Agency/Clinic | Destination Agency/Clinic | Status ‘ Start Coupon | End Coupan | Quantity |Transfer Date |
P |Print Shop Harney cHD JEw | 1] 500 | 500 [p2/17/2005 N

I

Categories "§t‘;a“té“ﬂ§$i“§§ﬁéf‘it"s"E Agency Max Benefits Print | %

1402 27PK 31-Har—2005 W, 2005020227 PM | ectest | Harmey CHD devll /

Figure 1: “FM Administration” Screen
The window is divided into three sections:

. The top part of the window is titled “Selection.” The
Coupon Year defaults to the current year, but you could also
choose from previous years if you want to see stock history
from any particular year. For example, you may want to see
how many coupons a certain clinic was allocated last year.

. The middle part of the window is titled “Agency Stock” and
displays the location and status of the entire stock range
assigned to a local agency. TWIST will display a row for
every change in stock status which will include the following

information:

o “Start Coupon’: The first number of the listed stock
range.

. “End Coupon”: The last number of the listed stock
range.

J “Quantity”: The amount of stock in the listed range.

o “Status”: The status of the listed stock range.

o “Transfer Date”: The date the listed stock range was

transferred from the originating location to the
agency/clinic listed.
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“Transferred By”: The staff ID of the person who
completed the transfer.

“Verified Date”: The date the listed stock range was
verified as received by the agency/clinic listed.
“Verified By”: The staff ID of the person who
completed the receipt verification.

. The bottom part of the window is titled “Stock History” and
provides additional detail for any row selected in “Agency
Stock.” TWIST displays, in descending chronological order,
the original distribution of the stock and stock that has been
transferred to or voided at that particular location.

“Source Agency/Clinic”: The originating location
of the listed stock range.

“Destination Agency/Clinic”: The ending location
of the listed stock range.

“Status”: The status of the listed stock range.

“Start Coupon’: The first number of the listed stock
range.

“End Coupon”: The last number of the listed stock
range.

“Quantity”: The amount of stock in the range listed.
“Transfer Date”: The date the stock was transferred
from the Source Agency/Clinic to the Destination
Agency/Clinic.

( See Job Aid on “Farmers’ Market Administration - Stock
Statuses” for more information.

+ NOTE: “Categories,” “State Max Benefits,” “Transfer Stock,”
“Verify Stock” and “Void Stock” will be covered later in the lesson.

+ NOTE: “New Stock” and “Expired Stock” are State-only functions, so
these buttons will be grayed-out to local agency users.

Verify Receipt of Stock from the State

The State will mail the assigned coupon stock and corresponding coupon
registers either to the local agency or the clinic(s) specified by the local
agency, and the State will record the ranges and their destination in TWIST.
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The local agency and/or clinic(s) must then verify the receipt of the coupon
stock physically and in TWIST.

il =8| x|
e = @F L@ S
|Selectiun |
Coupon Year: (2005 I-| all sgencies?: [T Al & Single  Agency: [Harney CHD -1
|Agency Stock |
| Start Coupon | End Coupan | Quantity | Status | Sent Date | Sent By | Verified Date | Yerified By | 2
dgengllul- el chiD | VM5275 - Verify Stock x|
136 154 19 AWAIL - 2005 ECrouser
200 300 101 ALl erify Coupon Stock 2005 Ferouser
Transfer Stock
345 399 54 [AvAIL Coupon Year: 2005 | fz005 Ecrouser
iy Werify Stock
445 g=uli) 56 \AIL Start Coupon: 30001 2005 ECrouser HEHTY
’ 30001 33000 3000 EENT Yoid Stack
— End Coupon: 33000

Clinic; Harney Health Dept. ‘

| 501 514 14 [AVATL Quantity: =000 | 12005 Bcrouser

[ 545 | 700 | 156 [FENT Verify Date: | 09/31/2005] \
=
[5tack History | WeriFy I: | Cancel |
| Source Agency/Clinic | Destination Agency/Clinic | Status ‘ Start Coupon | End Coupan | Quantity |Transfer Date |
= ew Stock
P |Print Shop Harney cHD JEw | 30001 | 33000 [ 3000 [p3/31/2005
Expire Skock
Categories State Max Benefits Agency Max Benefits Print |
13:53:24PK 31-Mar—2005 i, 2005 01:53:24 P | Ed Crauser | Harmey CHD

Figure 2: “Verify Stock” Pop-up

1. Click on the row for which you are verifying receipt of stock
under “Agency Stock.”

2. Click on “Verify Stock” button.

o “Verify Date” defaults to today’s date.

J It is important before you complete the screen to physically
verify that you have the stock indicated on the screen. If you
do not for whatever reason, please contact the State Farmers’
Market Coordinator before proceeding.

3. Click on “Verify.”
Under “Agency Stock” for that particular range of stock TWIST

captures the staff’s initials and changes the status of that range of stock
from “Sent” to “Available.”
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. “Verified Date” fields are updated for the stock range.

. “Verified By” is auto-filled with the staff ID.
. “Status” is updated from “Sent” to “Available.” (sec Job
Aid)

Void Stock

Use the Farmers’ Market Administration Screen to void stock that has not yet
been issued to clients.

Example: Of 3,000 coupons that the State sent to the local agency, one
hundred coupons numbered 32901-33000 arrive damaged.

1. Click on “Void Stock” button.

il =8| x|
e @F L+BBE
|Selectiun |
Coupon Year: [2005 all agencies?: |7 Al @ Single  agency: |[Harney CHD |
|Agency Stock |
| Start Coupon | End Coupon | YM5275 - Void Stock ES| M By =
Available Stock
Agency: Harney CHD Stark Coupon End Coupon | Quankiky ‘ Status | d
» 13 154
= e Aﬁency: Hame;ﬂcﬂz? 33000 |3000 AVAIL I fer Stock
L ransfer Stod
346 = 2 | | | =
445 S00 Clinic: Harney Health Dept, | — VeriFy Stock
0001 o 501 54| 4 aval void Stack
— [ 545 | 700 156 AVAIL
Clinic; Harney Health Dept, — =
[ 501 | 514
= e —
J‘ | Begin Coupon Mumber: 32901 j
IStock History End Coupon Mumber: 33000
| Source Agency/Clinic | Transfer Date
Ok |< C | Mew Stock
» [Frint Shep ba ) ancel_| 217 /2005 &
Expire Skock
Cateqgories State Max Benefits Agency Max Benefits Print |
13:56:32PM 31-Mar—2006 i, 200501:56:31 PM | Ed Crouser | Harney CHD devll / h_wche

Figure 3: “Void Stock” Pop-up

. The “Void Stock” pop-up will display all rows under
“Available Stock.”

2. Click on the row that includes the range of stock you need
to void under “Agency Stock.”
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3. Enter Begin Coupon Number and End Coupon Number of
the stock you need to void.

4. Click “OK.”

i Vendor Management - [YM5005 - Farmers M arket Administration] - =] x|
File Edit Help
s = AF  FEBRE S
‘SElE(tiI]I'I |
Coupon Year: [2005 [-] alagenciesz: [C Al Single  Agency: [Harney CHD ||
P\gen[y Stock | [%
| Start Coupon | End Coupon | Quantiky | Skatus | Sent Date | Sent By | Yerified Date | Werified By | =
Agency: Harney CHD |
136 154 19 |avaIL 2172005 ECrouser 2172005 fcrouser
Z00 300 101 favaIl 217 /2005 ECrouser 217 /2005 frrouser
Transfer Stack
346 399 54 AVATL 21712005 ECrauser 21712005 Ecrouser
445 500 S6[BVAIL 2/17/2005  fcrouser 2/17/2005 [prouser Yerify Stock
30001 32900 2000 [AWATL 3312005 ECrouser 3312005 frouser Yoid Stock
’ 32901 33000 100 poID 3/31 /2005 ECrouser
Clinic: Harney Health Dept, |
[ 501 | 514] 14fpwAIL  [i2/17/2005  perouser paiizizoos erouser
=
Ftock History |
Source AgencyiClinic | Destination Agency/Clinic | Status | Start Caupon | End Coupon | Quantity | Transfer Date |
Mew Stock
» |Harney CHD Rarney cHD oo | 32901 | 3000 | 100 3/31/2005
[rint Shop Farmey cro FEW | 30001 53000 3000 p3/31/2005 Eipaciioct
Categories | State Max Benefits | Agency Max Benefits | Prink |
13:57:52PH 21-Mar—2z005 i, 2005015751 Ph | Ed Crouser | Hamey CHD

Figure 4: “FM Administration” Screen after V0|

o Under “Agency Stock” the status of the stock is updated to
indicate the voided stock.

Transfer Stock

Local agencies MUST transfer (i.e. distribute) stock to the clinic level in order
for the stock to be available to issue, and will use the “Transfer Stock™
function to do so. The clinic(s) must then verify their receipt of the stock
from the local agency. Transfer of stock to another local agency is NOT an
option. Local agencies also have the option to return unissued coupon stock
back to the State for re-distribution, and will also use the “Transfer Stock”
function to do so. See policy 8.0, “Unissued Coupons” in & 1100 Farm Direct
Nutrition Program: Local Program Responsibilities.

Example: Transfer of 1,000 coupons from main agency to another clinic
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within the agency.

Click on “Transfer Stock” button.

il =8| x|
e DE L+BBEE
[Selection |
Coupon Year: (2005 I-| all sgencies?: [T Al & Single  Agency: [Harney CHD -1
[gency Stock VYM5255 - Transter Stock x|
T G Available Stock e —
| g | o | Start Coupon End Coupon | Quankity ‘ Status | ﬂ (i
Agency: Harney CHD Agency: Harney CHD |
| et | B 32900 | 2900 [ aaIL
200 300
Clinic; Harney Health Dept, | I Transfer Stock
e 3% [ G| 514 T E—TTy vy ok
Werify Stod)
i oo [ 545 | 700 | 156 | AVAIL
3 30001 2900 —— hd Yoid Stack
32901 33000
—
Clinic; Harney Health Dept. From Location: |Harr|ey CHD |v|
01 S14
J‘ | Begin Coupon Mumber: 30001 J
IStock History End Coupan Mumber: 31000
| Source Agency/Clinic | To Loeation: |P'GUtE Reservation |'| Transfer Date
Mew Stock
P [Print Shop fa fiafz1/2008 =
Ok, Cancel ‘ Expire Skock
|
Categories | State Max Benefits ‘ Agency Max Benefits | Print |
13:59:05PK 31-Har—2005 H,200501:53:04 PM | Ed Crauser | Harmey CHD devll /h

Figure 5: “Transfer Stock” Pop-up

Click on the row that includes the range of stock you need
to transfer under “Agency Stock.”

Select originating location of the stock from “From
Location” drop-down menu.

Enter Begin Coupon Number and End Coupon Number of
the range you need to transfer.

Select destination of the stock from “To Location” drop-
down menu.

Click “OK.”
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: Yendor Management - [YM5005S - Farmers Market Administration] _|=] %]
File Edit Help
[ DE | sBBE S
|Selection |
Coupon Year: 2005 [+|
|ngem:y Stock |
‘ Start Coupon ‘ End Coupon ‘ Quantity | Status | Sent Date | Sent By | Wetified Date | “erified By ‘ B
Clinic: Harney Health Dept. |
| 545 | 700 | 156 WAL [1217/2005  [errouser pajatfeons  perauser
| 33001 | 34000[ 1000FENT  [3/31/2005  [ecrouser I [ Trrer—
Clinic: Piaute Reservation | p
Werify Stock
M| 30041 | 31000 960 EVAIL paatjzons ferouser paratjzoos ferouser
toid Stock
IStock History
Source Agency/Clinic | Deestination Agency jClinic | Status | Start Coupon | End Coupon | Cuantity | Transfer Date |
b |Harney cHD Piaute Reservation feFER 30001 | 31000[ 1000 3/31/2005 g
[print shop Parney cHo JuEw 30001 | 33000[ 3000 Pp3f31/2005 g
[% Categories | State Max Benefits | Agency Max Benefits | Prink |
14:42:34PH 31-Har—2005 ., 2005 02:42:34 PM | edtest | Hamey CHD devll / h_wchds test

Figure 6: “FM Administration” Screen After Transfer

J Clinics that receive transferred stock must remember to verify
the stock in order for the stock to be available to issue.
o Clinics will not be able to issue coupons from stock that is

outside of their assigned range. If they try to do so, TWIST
will generate a message that states “Coupon Outside of Clinic
Range.” See Farmers’ Market Issuance Lesson for more
detailed information on how to issue coupons.

Set Agency Maximum Family Benefit

The starting point for this section is:
Vendor Management + Farmers’ Market + Administration

Local agencies are required to enter into TWIST an agency maximum family
benefit, which is the maximum dollar amount in Farm Direct coupons that can
be issued to a family with FDNP-eligible members and is applied to all
families. You have the option to set your agency’s own maximum family
benefit as long as it does not exceed the maximum family benefit set by the
State. Otherwise, you must enter the max benefit set by the State. The
maximum is good for the current year only.
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1. Click on “State Max Benefits” button to view the State
maximum family benefit.

i =18] x|
LIS D BB S
|5election |
Coupon Year: H
|ngem:y Stock |
‘ Start Coupon ‘ End Coupon ‘ Quantity | Status | Sent Date Sent By “werified Date | “erified By =
VM5205 - Max Benefits, Coupon ‘Year 2005 x]
Agency: Harney CHD —
3 136 154 Max Benefits Crouser
A1y E Ia: Benefit: 440 (per Family) el Ll St_IOCk
346 399 CroUser
== =5 '— Standard Benefit: $20 (per participant) P Vetify Stack
31001 32900 i Coupon Yalue: $2 (per coupan) crodser void Stack
32901 33000 Counk: 10 (coupons per participant)
Clinic: Harney Health Dept. Eb Start Date: | 01/02/2005
| 501 | 514 FM End Date: | 12/31/2005 crouser
5|
IStock History
‘ Source Agency,/Clinic | Diestil - - @ Il\,__lI Cancel . ‘ hantity | Transfer Dake |
B |Print Shop Harney CHD JuEw 1] 500[ 500 [2/i7fen0s IEEE
Categories Stake Max Benefits Agency Max Benefits Brint |
14:04:08PM 31-Mar—2005 M. 2005 020407 PM | edtest | Hamey CHD devll / h_wchds_test

Figure 7: State “Max Benefits” Pop-up

. “Max Benefit” is the statewide maximum dollar amount in
Farmers’ Market coupons that can be issued to a family with
Farmers’ Market-eligible members.

. “Standard Benefit” is the exact dollar amount in Farmers’
Market coupons that can be issued to each participant.

o “Coupon Value” is the value of each Farmers’ Market
coupon.

. “Count” is the exact number of coupons that will be issued to
each participant.

o “FM Start Date” for the current Farmers’ Market year.

o “FM End Date” for the current Farmers’ Market year.

2. Click “OK.”

3. Click on “Agency Max Benefits” button.
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il =18 x|
[ DE | sBBE S
|Selection |
Coupon Year: 2005 ﬂ
|ngem:y Stock |
‘ Start Coupon ‘ end coupon | ovantiee | sratie | Sentnare | Sentre | nate | verified By =
¥M5215 - Agency Max Benefits ﬁ

Agency: Hatney CHD

» 196 154 Agency Max Benefits —
200 500 Max Family
= o Agency Benelit — Transfer Stock
445 500 [Harrey CiD H il — Verify Stock

31001 37900 void Stock
32901 33000
linic: Harney Health Dept,
I 501 | 514
Q 1=
IStock History
Source Agency/Clinic | | or (e ‘ Transfer Date |
P |Print Shop Rarney CHD JuEw | 1] 500[ 500 [2/i7fan0s EEE
Categories State Max Benefits Agency Max Benefits Print |

1404 42PM 31-Har-2005 1, 2005 020441 PM

| edtest | Hamey CHD

Figure 8: “Agency Max Benefits” Pop-u

Enter your Agency’s “Max Family Benefit” in increments

that match the standard individual benefit amount (e.g. $20,

$40, etc.)

5. Click “OK.”

X Tips and Shortcuts:

J Use the Print button to generate a report that lists the “Agency
Stock” information for the entire agency.
. Click on the Categories button to view the WIC categories that the

State WIC office selected to be eligible to receive Farmers’ Market

coupons.

N Notes:
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Chapter 10: Vendor Management
Section 2: Farm Direct Nutrition Program
(Farmers’ Market)

Lesson: Answering Questions

Objectives:

Upon completion of this lesson the user will be able to:

J Interpret the Farmers’ Market Issuance screen to check a client’s
eligibility;

o Interpret the Family Issuance Details pop-up and answer questions
related to a specific client and his/her family;

o Interpret the Farmers’ Market Look-up screen and answer questions

related to issued coupons.

Oregon Policies:

oa 1100 Farm Direct Nutrition Program: Local Program
Responsibilities
Overview:

Clients will have questions regarding their participation in the Farm Direct
Nutrition Program that can range from whether or not they are eligible to
participate to whether or not their family can receive more coupons. This
lesson describes the different screens that can help answer clients’ questions.

Instruction:
Checking a Client’s Eligibility

The starting point for this section is:
Client Processes + Farmers’ Market = Issuance
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: Client Processes - [YM6505 - Farmers Market Issuance] -2 %]

File Edit Help

I —=EH 0% | L B2R

[lssuance ]

Beginning Ending Coupon Books
Orientation Coupon Coupon Received
WIC ID Issue Date Given Number Number Client Name Participant Family

1 [o3731 12005 — [ [

Delete Incomplste Raws |

14 05:59PM 31-Mar—2005 M. 2005 02:05:58 P | edtest | Hamey CHD

Figure 1: “Farmers’ Market Issuance” Screen

1. Enter the client’s WIC ID number, or retrieve the client via
Client Master.

2. Tab from the WIC ID field.
If the client is ineligible you will receive an ineligibility message.

R &%

I — = 0k | & 2R

[lssuance ]
Beginning Ending Coupon Books
Orientation Coupon Coupon Received
WIC ID Issue Date Given Number Number Client Name Participant Family
P |[o0947e7z-01 [03/31/2005 v Havk, Hew [

VMES05 - Farmers Market lssuance : Msg # - 3373 <]

? Client 0094787201, Hawk. Mew is nat eligible for coupons because they have alieady
teceived the State maximurn, Remove this clisnt?

s

Eamily Issuance Details Delete Incomplete Rows |

14:31:21PH 31-Har—2005 H, 2005 02:31:20 P | edtest | Hamey CHD

Figure 2: “Farmers’ Market Issuance” Inellglblllty Message
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Using the Family Issuance Details Pop-Up

The Family Issuance Pop-up provides coupon issuance details about a specific
client’s family.

1. Access the Farmers’ Market Issuance screen via Group
Education Classes, Enroliment & Intake, or Certification.

] &) x]

-2 o0& @A

|Ixsuam:e |

VYMG60 - Family Issuance Details

ppon Books
| Received

Ori ‘ Coupon Year

WIC ID Issue Date ipant Family
2005 —
b |pos4rarz-or [oggsiizoos E

|Family Issuance Details - Displays saved details nnlyl

Coupan Mumber Issue Date Status

Hawk, New - 00947872-01 |
» 30021 [ 03312005  [ISSUED

30022 [ 03312005  [ISSUED
30023 [ 03f31/2005  [ISSUED
30024 [ 03f31/z005  [ISSUED
30025[ 03f31/2005  [ISSUED
30026 [ 0331/2005  [ISSUED
30027 [ 03312005  [ISSUED
30028 [ 03{31/2005  [ISSUED
30029 0331/z005  [ISSUED
30030[ 03312005  [ISSUED

Close

Family Issuarj<g Details | Delete Incomplete Rows |
L

14-33:43PH 31-Har—2005 H, 2005 02:33:42 P | edtest | Hamey CHD

Figure 3: “Family Issuance Details” Pop-Up

2. Retrieve a client by entering their WIC ID number or via
Client Master (if the Farmers’ Market Issuance screen is not
already populated).

3. Select the row showing the client in question.
4. Click on “Family Issuance Details” button.
o The pop-up displays in numerical order the coupons issued to

every member of the client’s family, by family member, as
well as the status of the coupon.

o The pop-up defaults to information for the current year but you
may select from previous years if needed.
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J The pop-up displays only previously saved data. The
“Coupon Books Received” columns for a specific client
on the Farmers’ Market Issuance Screen may not match the
information captured in the Family Issuance Details pop-up
since those columns also reflect what you are about to issue.

5. Click on “Close.”

Using the View Client Status Screen

The starting point for this section is:
Client Processes + Lookup + View Client Status

You can also access the “Family Issuance Details” screen via the “View
Client Status” screen.

1. Retrieve the client in question.
2. Click on “Farmers’ Market” button.
. The “Family Issuance Details” pop-up is displayed.
4 I
s = @F fERE
[selection ]

WIC ID: 50947872—01 MName: @ ¥MG60 - Family Issuance Details ASTFEEDING, 6-11 M Tr.Type: E

|Euupun Year |

|Status 7005 H
Guardian : MT CE MONTH
Address Type ; FMLS ‘Family Issuance Details - Displays saved details onlyl |
Address Coupon Kumber Issue Date Skatus |
Proof Elig. Pending : [

Date Address Changed: [p3/09jz00z | Hawk, Mew - 0094767201 ‘

Phone bumber: [ [ 30021 [ 0331/2005  [ISSLED —
[ 30022 [ 0331/2005  [[SSUED
[ 30023 [ 0331/2005  [[SSUED
< v
[ 30024 [ 03/31/2005  [[SSUED =
[FI Information [ | 30025 03(31/2005  [iSSUED
F1 Date I ] 30026 [ 03/31/2005  [ISSUED Date Date
Ho. Issued [ 30027 [ 0331/2005  [SSUED Remailed | Redesmed
__ | 12009 Bisfz002 12:5 EdCrow: [ 30028 | 03/31/2005  [lSSUED jpojoofooon  foojoo/o000
| 12|J1E|59I200212 EdCrou: [ 30029 | 03/31/2005  [SSUED |pojoofoooo— jpojoofooon
_ | teoit pisfemz s Edcon | T || 30080 03/31/2005  [lSSLED jpojoofooon  foojoo/ooo0
2l
Close
Farmers Markst Cert History |
1427 47FPH 31-Mar—2005 . 2005 0227:46 PM | edtest | Hamey CHO

Figure 4: “Family Issuance Details” Pop- Up fro Vlew
Client Status Screen

3. Click on “Close.”
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Using the Farmers’ Market Look-Up Screen

The starting point for this section is:
Vendor Management + Farmers’ Market + Look-up

i Vendor Management - [WM570 - Farmers Market Coupon Lookup] - ﬁ
File  Edit Help
e @ bR S
[Selection |
Issued Date: From: [0f00/0000 T joo/o0fo00a Farmer: [ [l
Redeemed Date: From ED,I’DD,I’DDDD Ta: ED,I’DD,I’DDDD or enter known ID
3eginning Coupon Mo Ending Coupon Mot | Familys: l94?8?2
Coupon Year [2605 [ agener [T
[Results |
Coupon Number | WIC ID | Issue Date | Status Redemption Dt| Farmer |Received Dt| Agency
» 30021 094787201 [ 03f31/2005  [SSUED [ [ [ Piaute Re
30022 I0947872-01 [ 03312005  [ISSUED [ [ [ Piaute Re
30023 os47e7z-01 [ 03/31/2005  [SSUED [ [ [ Fiaute Re
30024 0947872-01 | 03/31/2005  [SSUED [ [ [ Fiaute e
30025 0947872-01 | 03f31/2005  [[SSUED | | | Praute Re
30026 I0947872-01 [ 03312005  [ISSUED [ [ [ Piaute Re
30027 0947872-01 [ 03312005  [ISSUED [ [ [ Piaute Re
30028 o0s47e72-01 [ 03/31/2005 [SSUED [ [ [ Fiaute Re
30029 094787201 | 03f31/2005  [[SSUED [ [ | Praute Re
30030 0947872-01 [ 03312005  [ISSUED [ [ [ Piaute Re
14 [ J
New Search ‘ " Retrieve 1 Cancel |

14:35:23PH 31-Mar—2005 . 2005023522 FM | edtest | Hamey CHD chis_test

Figure 5: “Farmers’ Market Coupon” Look-upSeen

The window is divided into two sections:

o The top part of the window is titled “Selection” and offers

numerous criteria to define your search:

o “Issued Date From” and “To” for the coupon(s) in
question

J “Redeemed Date From” and “To” for the
coupon(s) in question

J “Beginning” and “Ending Coupon No.” for the
coupon(s) in question

. “Coupon Year” (defaults to current year but you may
choose previous years if needed.)

o “Farmer” who redeemed the coupon(s) in question

o “Family” # of the client who was issued the coupons

in question (include leading zeroes but do not enter
two-digit participant number)
o “Agency” that issued the coupon(s) in question
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. The bottom part of the window is titled “Results” and
provides the following information:

“Coupon Number” (the serial number of the coupon)
“WIC ID” of the client who was issued the coupon
“Issue Date” of the coupon to the client

“Status” of the coupon

“Redemption Date” (the bank paid date)

“Farmer” who accepted the coupon

“Received Date” (the TWIST process date which is
usually the same as the Redemption Date)

“Agency” that issued the coupon

“Category” of the client when the coupon was issued

1. Enter selection criteria in the “Selection” section.

2. Click “Retrieve.”

This screen will display information related to coupons that have
already been issued.

+ NOTE: The “Farmers’ Market Look-up” screen is not available on the

laptop.

N Notes:
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Chapter 10: Vendor Management

Section 1: Farm Direct Nutrition Program
(Farmers’ Market)

Lesson: Using the Coupon Maintenance Screen

Objectives:

Upon completion of this lesson the user will be able to:

o change issuance data for a specific range of coupons;

o void coupons that have already been issued; and

o enter issuance data for coupons that have already been redeemed.

Oregon Policies:

¢ 1100 Farm Direct Nutrition Program: Local Program Responsibilities
Overview:

There will be occasions when you must correct or add data related to coupons that
have already been issued to a client. Use the Coupon Maintenance screen to

change specific issuance data, void issued coupons and enter issuance data for
coupons that have already been redeemed (i.e. resolve “missing issuances”).

Instruction:

Using the Coupon Maintenance Screen

The starting point for this lesson is:
Vendor Management = Farmers’ Market = Coupon Maintenance
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i ¥endor Managenenk - [¥HM5S30 - Compon ™ ainbenance] =17 x|
Fke Edt ““ncow Help

|0+~ | ot R S

|Select Coupon Book |
Enber 2ny Coupon Mumber fam mscmmnﬂmh|
Jl.'.uwons |
| Coupand |wicm Staus  [Tesus Date  |Void Aeasan WoidDete  [Red=em Dabe Receem Farmer  [Tssus CalTssus Age
Ll ke 2
[Coupon/Book Changes |
weetd: | {s5us Diaer [0CO/COC0 Stais: -
void Reasan: | =l wodoae EI'II'JI'E'JII'J gencyChnic: -
Aoy o Coupen | Lpabsto Book I Wrsns Bk | Ae=tneve I Ok | Carcel I
|Reasy | &pril D6, 2008 02 14:00 PM | &rn Rock | Baker CHD | famnat_test Famwve: |
fjstart | e B G | @] @ne | aBsd | [sRven . | HNHAEEH WD AT e

Figure 1: “Coupon Maintenance” Screen
The window is divided into three sections:

. The top part of the window is titled “Select Coupon Book.” TWIST
will display data related to the range of ten coupons that includes the
coupon number entered by the user in this section.

o The middle part of the window is titled “Coupons” and displays issuance
and redemption data related to the range of ten coupons that includes the
coupon number entered by the user in the “Select Coupon Book”
section:

“Coupon #”: The number of the coupon(s).

“WIC ID”: of the client who was issued the coupons.

“Status”: The status of each coupon.

“Issue Date”: The date the coupon was issued.

“Void Reason”: The reason the coupon was voided.

“Void Date”: The date the coupon was voided.

“Redeem Date”: The date the bank cashed the coupon.

“Redeem Farmer’: Name of the farmer who accepted the coupon.

“Issue Cat”: The category of the client when the coupon was

issued.

“Issue Agency”: The name of the agency that issued the coupon.

o “Not Eligible Reason”: The reason the client was not eligible
to receive coupons.
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. The bottom part of the window is titled “Coupon/Book Changes” and
features the following update options that the user may apply to any of the
coupons listed in the “Coupons” section:

“WIC ID”

“Issue Date”

“Status”

“Void Reason”

“Void Date”

“Agency/Clinic” that issued the coupon.

J NOTE: “Apply to Coupon” and “Apply to Book” will be covered later in

the lesson.

7 NOTE: “Unissue Book” is a State-only function, so this button will be
unavailable to local agency users. Contact Application Support if you
accidentally enter issuance data for a book of Farmers’ Market coupons that you
have not yet actually issued.

Changing Issuance Data

Use the Coupon Maintenance screen to correct the WIC ID number of the client
who received the coupons, to change the issue date or status of the coupons, or to
change the agency or clinic that actually issued the coupons.

1. Enter a coupon number in the “Select Coupon Book” field and
click “Retrieve.”

TWIST will populate the “Coupons” section with issuance and
redemption data (if redeemed) related to all ten coupons in the
range that includes the coupon number entered in the “Select
Coupon Book” section.
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i ¥endor Management - [¥M530 - Coupon Maintenance] ;Iilll

File Edit ‘Window Help

b+ -|z0 s ima8]

[Select Coupon Book |

Enter any Coupon Mumber from the Coupon Book: I—SSDI
I
JCoupons | "5
I Coupon # |WIC (8] | Skatus |Issue Date |V0id Reason |V0id Date |Redeem Date|Redeem Farmer |Issue Caﬂlssue AgE
_ 5501 I0851617-02  [I55LED J4f03jzons | [o0/00/0000 0/00/0000 | Kt [Baker CHI
_|| 5502[I0851617-02  [ISSUED |4jozzo0s | [pofo0jo00o pojoofooo0 | Kkt [Baker CHI
_|| 55030851617-02  [ISSUED Jp4fo3jz008 | fpojono000 po/oojo000 | k1 [aker CHI
_|| 5504 (0085161702 [ISSUED |4jozzo0s | [pofo0jo00o pojoofooo0 | Kkt [Baker CHI
L|| 5505005161702 [ISSUED |4jozzo0s | [pofo0jo00o pojoofooo0 | Kkt [Baker CHI
_|| 5505 00851617-02  [ISSUED Pp4fo3jzo0s | fpojonjo0o00 po/oo/oon0 | k1 [Baker CHI
_|| 5507 085161702 [ISSUED |4jozzo0s | [pofo0jo00o pojoofooo0 | Kkt [Baker CHI
_|| 5508 0851617-02  [ISSUED 4032008 | [00{00/0000 070070000 | Kt [Baker CHI
_ 5503 I0851617-02  [I55LED J4f03jzons | [o0f000000 0/00/0000 | Kt [Baker CHI
_|| 5510085161702 [ISSUED |4jozzo0s | [pofo0jo00o pojoofooo0 | Kkt [Baker CHI
| K1 | i
[Coupon/Book Ch |
Wi Id: l Issue Date: FUIUUIUUUU Status: I 'l
‘oid Reason: | Ll ‘oid Date: W AgencyClinic: lﬁ

Apply togouponl Apply toﬁookl Whizsue Bookl Betrieve | QK | Cancel |

2.

Figure 2: Completed “Coupon Maintenance” Screen

Enter the WIC ID, Issue Date, Coupon Status or agency/clinic
you want to change in the “Coupon/Book” Changes section.

J/ NOTE: The status of a coupon cannot be changed to “Redeemed.”

J3 NOTE: The “Void Reason” and “Void Date” ficlds will be covered later in
the lesson.

3.

4.

Click on “Apply to Book” to apply changes to all the coupons
in the range.

o Changes to issuance data must apply to all coupons in a range (or
book) because coupons are issued on a per-book basis.

J The appropriate fields are updated in the “Coupons” section.

Click “OK.”

Voiding Issued Coupons

Use the Coupon Maintenance screen to void checks that have already been issued
to a client.

1.

Enter a coupon number in the “Select Coupon Book” section
and click “Retrieve.”
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SEIY
File Edt ‘window Help
(B4 - =@ 0| % 2|3
_lSeIecl Coupon Book !
Enter any Coupon Mumber from the Coupon Book: I—SSDI
JCoupons |
I Coupon # |WIC o] | Skatus |Issue Date |V0id Reason |V0id Date |Redeem Date|Redeem Farmer |Issue Caﬂlssue AgE
_|| 5501[00851617-02  [ISSUED J4j03iz008 | [po/onjon0n jojoofo000 | Kkt [Baker CHI
_|| 5502 P0E51617-02  [ISSUED p4fo3fzo0s | [o0/00/0000 j00/00/0000 | Kt [Baker CHI
_|| SS03(I0851617-02  [ISSUED J4j03iz008 | [po/onjon0n jojoofo000 | Kkt [Baker CHI
_|| 5504 0851617-02  [[SSUED | YT 00070000 j00/00/0000 | Kt [Baker CHI
L|| SS05(00851617-02  [ISSUED J4j03iz008 | [po/onjon0n jojoofo000 | Kkt [Baker CHI
_|| 5506 0851617-02  [[SSUED Pp4fozzons | fpoo0/0000 jo0/00/0000 | 1 [Baker CHI
_|| 5507 [0851617-02  [ISSUED J4j03iz008 | [po/onjon0n jojoofo000 | Kkt [Baker CHI
_|| 5505 0S51617-02  [[SSUED p4fozzo0s | fpoo0/0000 jo0/00/0000 | 1 [Baker CHI
! 4 | T
_|| TP J4j03iz008 | [po/onjon0n jojoofo000 | Kkt [Baker CHI
_|| 551010 - LOST OR STOLEN Pp4fozzo0s | fpoo0/0000 jo0/00/0000 | k1 [Baker CHI
| K| WOID - UNUSABLE | |
-|Coupon!Boul<
Wic Id: Issue Date: FUIUUIUUUU Status: I 'l
Yoid Reason: = % Yoid Date: FU."UU."UUUU Agency/Clinic: I 'l
Apply togouponl Apply toﬁookl Whissue Bookl Betrieve | Ok | Cancel |

Figure 3: Voiding Coupons in “Coupon Maintenance” Screen

2. Click on the “Void Reason” field in the “Coupon/Book”
Changes section.

o Select “VOID — UNUSABLE” if a client returns a coupon that is
damaged. (You may not replace the coupon.)

J Select “VOID — COUPON RETURNED” if a client returns a
coupon for any reason other than because it is damaged. (You may
not reissue the coupon.)

o Select “VOID — LOST OR STOLEN” if a client reports an issued
coupon as lost or stolen. (You may not reissue the coupon if it is
returned.)

3. Fill in the “Void Date” field of the “Coupon/Book Changes

section.”
J TWIST will prompt you to enter a date if you have not already
done so.
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4. Click on “Apply to Coupon” if you want the change(s) to apply
to the coupon highlighted by the row indicator, or click on
“Apply to Book” if you want the change(s) to apply to all the
coupons in the range.

J If the changes do not apply to the entire book, you will need to
repeat this step for every coupon that needs changes.

o The appropriate fields are updated in the “Coupons” section.

o The status for voided Farmers’ Market coupons will be displayed

as “VOIDED” everywhere in the system, except for redeemed
coupons that you void in this screen as lost or stolen, which will
continue to show the status of “REDEEMED.”

/. NOTE: Use the “Apply to Coupon” function only when voiding issued
coupons.

i ¥endor Management - [¥M530 - Coupon Maintenance] ;Iil

File Edit ‘Window Help

B+ - @ w0 & a3
_IS elect Coupon Book !
Enter any Coupon Murmber From the Coupon Book: I—SSDI
J[:oupons |
I Coupon # |WIC (8] | Status |Issue Date |\-'0id Reason |V0id Date |Redeem Date|Redeem Farmer |Issue Caﬂlssue Age
M 5501 00501122-03  WOIDED J14/05{2006  OID - COUPON RETI14/07/2006 j00/00/0000 | ol [aker CHI
_|| 5502[10501122-03  WOIDED J14/05{2006  [¥OID - COURON RETI14/07{200¢ jo0f00/0000 | It [aker CHI
_|| 5503[00501122-03  VOIDED J14/05/2006  [¥OID - COUPON RETI4/07/2006 0/00/0000 | | [Baker CHI
_|| 5504 00501122-03  VOIDED J14/05/2006  [¥OID - COUPON RETI4/07/2006 0/00/0000 | | [Baker CHI
_ 5505 [00501122-03  MOIDED J14/05{2006  OID - COUPON RETI14/07/2006 j00/00/0000 | ol [aker CHI
_|| 5506 [00501122-03  WOIDED J14/05{2006  [¥OID - COURON RETI14/07{200¢ jo0f00/0000 | It [aker CHI
_|| 5507 J0501122-03  WOIDED J14/05/2006  [¥OID - COUPON RETI4/07/2006 0/00/0000 | | [Baker CHI
_|| 5508[00501122-03  VOIDED J14/05/2006  [¥OID - COUPON RETI4/07/2006 0/00/0000 | | [Baker CHI
_ 5509 [10501122-03  MOIDED J4/05{2006  OID - COUPON RETI14/07/2006 jo0/0n/o00d | Kt [aker CHI
_ S510[00501122-03  WOIDED J14/05{2006  [¥OID - COUPON RETI14/07/2006 j00f00/0000 | 1 [aker CHI
L | i
ICoupon/Book Ch |
Wfic Id: I— Issue Date: I— Status: lﬁ
Woid Reason: I\"OID - COUPON RETURNEDLI ‘Woid Date: W Agency iClinic: lﬁ

Apply to Coupon | Applytoﬁookl Wrizzue Book: | Retrieve | Ok | Cancel

Figure 4: “Coupon Maintenance” Screen after Void

5. Click “OK.”

Entering Issuance Data for Already-Redeemed Coupons

Sometimes coupons are processed by the banking system as “redeemed” before
issuance data can be entered in TWIST. The user will learn of this when
attempting to enter issuance data for these coupons in the Farmers’ Market
Issuance screen. TWIST will prompt the user with the following message: “This
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range includes redeemed coupons. Complete all other issuances and proceed to
the ‘Coupon Maintenance’ screen.” When done entering any remaining
issuances it will then be necessary for local staff to exit the FM Issuance screen
and go to the Coupon Maintenance screen to correct coupons with missing
issuance data.

Example: User attempts to enter issuance data for coupon range 5631-5640 but
receives TWIST message that the range includes redeemed coupons.

The starting point for this section is:
Vendor Management = Farmers’ Market = Coupon Maintenance

1. Enter a coupon number from the range in “Select Coupon
Book” section and click “Retrieve.”

1 ¥endor Management - [¥M530 - Coupon Maintenance] ;Iil

File Edit ‘Window Help
(B + - @[ s 2a s

[Select Coupon Book ]

J
Enter any Coupon Mumber From the Coupon Book: |—5631
J[:oupons |
I Coupon # |WIC jin] | Status |Issue Date |V0id Reason |V0id Date |Redeem Date|Redeem Farmer |Issue Caﬂlssue Age
L|| 5631 | JREDEEMED J4/03fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
_|| 5632 JREDEEMED J4/03fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
_|| 5633 JREDEEMED J4/03fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
_|| 5634 JREDEEMED J4/03fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
_|| 5635 JREDEEMED J4jnzfenos | [0f00/0000 04/05/2006  PAYID'S SPECIALT| |
_|| 5636 | JREDEEMED J4/03fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
_|| 5637 | JREDEEMED J4jnzfenos | [0f00/0000 04/05/2006  PAYID'S SPECIALT| |
_|| 5638 JREDEEMED J4/03fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
2 5630 REDEEMED  [4/03j2006 | [0fa0j000n [14/05{2006  PAYID'S SPECIALT| |
_|| 5&40 JREDEEMED J4/03fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
L | i
Coupon/Book Ch |
Wic Id: I Issue Date: '30.'100-"0000 Status: I 'l
‘Woid Reason: I LI ‘oid Date: W Agency fClinic: lﬁ

ak | Cancel |

Figure 5: “Coupon Mamtenance” Screen Missing Issuance Data

Apply ta Coupon | Apply to Book | Whizsue Book |

2. Enter the “WIC ID,” “Issue Date” and “Agency/Clinic” in the
“Coupon/Book” Changes section.

J/ NOTE: Once it is “Redeemed” the user cannot change the status of a coupon.
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3. Click “Apply to Book” to apply entries to all the coupons in the
range.

1 ¥endor Management - [¥M530 - Coupon Maintenance] ;Iil

File Edit ‘Window Help

B+~ |wE|[<0] & 2@ S|
_lSeIecl Coupon Book !
Enter any Coupon Mumber from the Coupon Book: |—5631
J[:oupons |
I Coupon # |WIC jin] | Status |Issue Date |V0id Reason |V0id Date |Redeem Date|Redeem Farmer |Issue Caﬂlssue Age
L|| 5631 J0290068-06  REDEEMED J4jo4fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
_|| 5632 [0290068-06  REDEEMED J4jo4fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
_|| 5633 )0290068-06  REDEEMED J4jo4fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
_|| 563410290068-06  REDEEMED J4jn4fen0s | [0f00/0000 04/05/2006  PAYID'S SPECIALT| |
_|| 5635 J0290068-06  REDEEMED J4jo4fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
2 5836[10200066-06  REDEEMED  4/04/2006 | [0fa0j000n [14/05{2006  PAYID'S SPECIALT| |
_|| 5637 J0290068-06  REDEEMED J4jo4fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
2 S638[10290068-06  REDEEMED  [4/04/2006 | [0f00j0000 [14/05/2006  PAYID'S SPECIALT| |
_|| 5639 00290068-06  REDEEMED J4jo4fz006 | [D0j00/0000 [04/05/2006  PAYID'S SPECIALT| |
2 5640[00290068-06  REDEEMED  [04/04/2006 | [I0f00/0000 [14/05/2006  PAYID'S SPECIALT| |
L | 2l
[Coupon/Book Ch |
Wic Id: W Issue Date: W Status: lﬁ
Yoid Reason: I j Yoid Diake: FU."UU."UUUU AgencyClinic: I 'l

QnissueBookl Betrieve | kK | Cancel |

Figure 6: “Coﬁpon Maintenance” screen with added issuance data

Apply to Coupon | £

. Changes to issuance data must apply to all coupons in a range (or
book) because coupons are issued on a per-book basis.

. The appropriate fields are updated in the “Coupons” section.

4. Click “OK.”
X Tips and Shortcuts:

o When exiting the screen through the “blue door” icon TWIST will prompt
you with a “Do you want to save?” message.

& Notes:
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