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MODULE 1 - INTRODUCTION TO HANDS

1.1 WELCOME

Health and Nutrition
Delivery System (HANDS)

Notes:

Health and Nutrition Delivery System (HANDS) New Hire Course
Arizona Department of Health Services
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1.2 INTRODUCTION

It is Impﬂrta Nt i remember that your
critical thinking, active listening, and participant-
centered service skills are what really make a
difference in the lives of our clients.

Notes:

Welcome to WIC. We're happy to have you on our team. Arizona WIC and its partners worked together to
create the Health and Nutrition Delivery System, or HANDS.

The computer program HANDS is a tool that assists and supports you in serving our clients in the best, most
efficient way possible. It helps you enroll clients in the WIC program, document the services you provide,
and issue benefits, while you connect with each participant.

While HANDS is an incredible tool, it is important to remember that your critical thinking, active listening, and
participant-centered service skills are what really make a difference in the lives of our clients. The
connection you make with each participant can truly make a difference. With that in mind, let's get started!
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1.3 COURSE OVERVIEW
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Notes:

Hi, my name is Victoria.

I'm a WIC staff member, and like you, my goal is to help women and their families. Over the next few
modules, | will be teaching you about HANDS. After you finish this training, you will be able to use HANDS
to start the certification process, which includes registering families and clients and documenting eligibility.
You will also be able to utilize your customer service skills to enhance the WIC experience for our
participants.

But first, we will cover the basics and learn how to use the HANDS tool, including navigating the system. |
will also teach you about the Login and Home screens. Thank you for joining me on this journey. I’'m excited
to share my experience with you. Together we can make a difference in the lives of women and their
families.
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1.4 INTRODUCTION TO HANDS

HANDS Training Site HANDS Production
- ARSTREFLE-R Practice . RESHGiIEPhala
Whitelirchrainitgey ou 3 ofibrbe When you're ready, you'll be
allowed to work in the training site. given access to production,

Notes:

During the course, you'll see both green and blue example screens. These colors let you know which
HANDS site you're using.

To assist staff members with training, there is a HANDS Training site. This site allows you to practice all of
the skills you learn. You can create fake clients and issue benefits to those clients. These fake clients won't
affect the real client data, which is found in HANDS Production.

The screens in HANDS Training are primarily green, while the screens in HANDS Production are blue. While
in training you'll only be allowed to work in the training site. When you're ready, you'll be given access to
production and you'll be allowed to create real client files and issue benefits.

In this module, you will learn about items in HANDS that work the same throughout the system. These
include certain actions you may perform, how some fields are formatted, the layout of grids, and the different
lists you will use to select items, which are called pick lists. You will also learn about how HANDS
communicates with you using system messages. In addition, | will teach you about the HANDS Login screen
and the Home screens.
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1.5 STANDARDIZED ITEMS
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Let’s take a look at
some of these items.
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Notes:

Throughout HANDS, you'll see items that that are standardized. This means that they look and work the
same no matter where you see them. These items include action buttons, pick lists, formatting, and certain
features. They save you time so you can focus on the important things, like connecting with the participant
and providing excellent customer service.

Let’s take a look at some of these items on HANDS screens. You'll notice several action buttons and
features on these screens, but for now, we're going to focus on items that are frequently used.
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1.6 STANDARDIZED ITEMS - SEARCH
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Notes:

On the Client Family Search page, system action buttons are located in one of two places. They can be
found on grids located on the screen, or on the bottom of the screen as we see here on the Search page.
Features on the Search page include the Search and New Search buttons, which assist you in finding what
you need and the Row Count feature that allows you to customize how many search results are displayed.
The Expand Row function displays additional information, and the Family ID and Client ID links allow you to
access records to view or edit.

Now that we know a bit about the actions, functions, and features found on the Client Family Search page,
let's explore more about the items we’ve discussed. Click on the highlighted items on the screen to learn
more.
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01 (SLIDE LAYER)
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This action button is typically found on the
=2 botiom right-hand side of the screen and allows
the user to start the search process. The Enter
key can also be used to start a search.
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This acfion button is typic ally found on
the bottom right-hand side of the
screen and allows the userto clear
search fields and refresh the screen.
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03 (SLIDE LAYER)
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05 (SLIDE LAYER)

This function is typically found in grids on main screens
and can be clicked to open Client records. The records
may be viewed and, in some cases, edited.
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screen to learn more.
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This function is typically found in grids on main screens
and can be clicked to open Family records. The
records may be viewed and, in some cases, edited.
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screen to learn more.
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1.7 STANDARDIZED ITEMS - ACTIONS, FUNCTIONS, AND FEATURES

Click on the highlighted items on
the screen to learn more.

Notes:

Just like the Client Family Search screen, the Client Registration Screen’s action buttons are located on the
bottom right of the page. These buttons allow you to add new information, save the changes you have
made, or reset the page back to the way it was before you made changes.

You'll also see icons throughout HANDS that allow you to view, edit and delete records. These icons can be
found in the grids on the screen and can be seen here, on the Family Information screen in the Family
Phones area.

Now that we know a bit about the actions and features found on the Client Family Search page, let's explore
more about the items we’ve discussed. Click on the highlighted items on the screen to learn more.
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01 (SLIDE LAYER)

Click on the highlighted items on
the screen to learn more.

This action button is typically found on the
bottom right-hand side of the screen and Z
allows the userto add a new record.

02 (SLIDE LAYER)

Click on the highlighted items on
the screen to learn more.

This action button is typically found on the
bottom right-hand side of the screen and
allows the user o save the data on the
current screen to the clients file.
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03 (SLIDE LAYER)

Click on the highlighted items on
the screen to learn more.

This action button is typically found on the
bottom right-hand side of the screen and
allows the userto clear all the newly
entered fields and retum the screen fo the
previous view without saving.

04 (SLIDE LAYER)

Click on the highlighted items on
the screen to learn more.

This icon is typically found in grids on main
screens and can be clicked onto opena
record for viewing and / or editing
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05 (SLIDE LAYER)

Click on the highlighted items on
the screen to learn more.

This icon is typically found in grids
onmain screens and can be
clicked on in order to delete data.
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1.8 STANDARDIZED ITEMS - OTHER ACTIONS, FUNCTIONS, AND FEATURES
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OK Cancel

Pop-up Window Lo oo

Click on the red highlighted items
on the screen to learn more.

Notes:

What other kinds of action buttons can you find in HANDS? On the Family Information page, you may notice
an Add button with a small plus sign next to it. This button lets you add information to the system. Clicking
this button opens a pop-up window which contains more action buttons, including an OK button which saves
your work and a Cancel button which allows you to exit without changing any information.

Click on the highlighted items on the screen to learn more.

01 (SLIDE LAYER)

Add

*Phone Number

Ext

“Phone Type . i ’
I This icon is typically found in grids

- on main screens and can be clicked
to open a window that allows the

userto add a new record to a grid.

*Priorty
® Primary @ Secondary @ Other

OK Cancel

Pop-up Window ERETTN '

Click on the red highlighted items
on the screen to learn more.
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02 (SLIDE LAYER)

Add

"Phone Number

=

Ext

“Phone Type

This button is typically found in pop-up
windows and allows the user to exit a
pop-up window and add the information
they entered fo the client file.

Pop-up Window

Click on the red highlighted items
on the screen to learn more.

03 (SLIDE LAYER)

Add

"Phone Number

Ext

“Phone Type

This button can be found throughout
the system. It allows the userto exita
screen and go back to where they

@ Primary ___ Sqcandery___@ were without saving changes.

Pop-up Window

Click on the red highlighted items
on the screen to learn more.
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1.9 STANDARDIZED ITEMS - PICK LISTS

Single-select Pick List

Notes:

So, what other features will you see in HANDS? Well, when you work in HANDS, there will be times when
you have to select items from a drop down list, or pick list. You will encounter three types of pick lists
throughout the system.

One pick list allows you to pick multiple items. For this type of pick list, you will need to scroll through the list
of items to select what you need.

The second type of pick list allows you to select one item by scrolling or typing directly into the field. The
input field will auto-complete, which means it will guess what you're looking for and display the items in the
list that match.

The third type of pick list is also allows you to select one item and is usually used for very short lists. You will
not be able to type whole words into this list; however, it will let you type in the first letter or number of the
item you are looking for.
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1.10 STANDARDIZED ITEMS - FORMATTING

Standard Date

Notes:

You will learn more about these specific fields in later module. Another timesaver in HANDS is the similar
formatting in the name, phone number, address and date fields.

All names in HANDS are entered and displayed as last name, first name and then middle initial or MI, with
the Ml field allowing up to three characters.

When you enter phone numbers, you will need to select a phone type, such as cell or home and a priority,
like Primary or Secondary. You also have the option to keep the numbers confidential using the Do Not Call
and Do Not Text checkboxes.

Addresses are also entered the same throughout the system, and the City, State, and ZIP Code line has an
auto-complete feature. You can enter any item on the line; it doesn’t have to be the city. You get to choose
what works best for you.

When you enter dates, you can type in the date or use a calendar tool to select what you need.
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1.11 SELF-CHECK - STANDARDIZED ITEMS

Inatructions: Select the best answer, Gnd then chick SUBMIT to check your answer

HANDS consistency is important because it
allows you to:

0 Focus on connecting with the chent

-. Speed through the appeointment

@ Complete administrative tasks

@ Select a WIC module

Notes:

On this screen is a self-check of the content covered so far. Select the best answer, and then click ‘'SUBMIT’
to check your answer. The check is ungraded, and you'll receive feedback about your answer.
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1.12 SYSTEM MESSAGES
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Notes:

Will the system let you know if something is missing or needed to complete the page? Yes! There are
different types of system messages that you may encounter in HANDS, including error messages, general
information messages, loading messages, and unsaved changes messages.

When you see system messages, think of the Red and Yellow portions as a stoplight. Yellow messages are
telling you to slow down. When you see a message highlighted in yellow, something needs to be
considered, but may or may not need action.

Messages in red are telling you to stop because something needs your attention. Typically something is
missing, or needs to be updated.

Sometimes these messages disappear; however, if you need to see them again, you can save or reset the
page.

Let’s take a look at the different types of messages you may see when using HANDS.
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1.13 SYSTEM MESSAGES - ERROR MESSAGES

The system i vnable fo process your reguissl,
Please iry again.
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Stack Trace
Call the Help Desk, and GIVe Them the Error Number

Notes:

From time to time you might get an error message. The error messages in HANDS are straightforward and
help you determine issues quickly and resolve them without much downtime. They may appear on main
screens or as pop-up windows.

These messages will tell you if something needs to be updated, if you missed any fields on the screen, or if
something is happening within the system.

Messages that indicate information needs to be entered or updated will be displayed on the top of the
screen or in pop-up windows. If mandatory fields are not entered, those may be highlighted in red to further
assist you.

The other type of error messages, called Stack Trace errors, indicate a failure occurring within the system.
When you see a Stack Trace error, you should write down the error number and call the Help Desk.
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1.14 SYSTEM MESSAGES - OTHER SYSTEM MESSAGES
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Notes:

Another type of message is the system information message, which has a blue and white “I” icon next to it.
This type of message can appear and fade on the top of the screen, display in a pop-up, or might appear on
the main page in conjunction with a hover feature to provide additional information. System information
messages are intended to be helpful and provide general information regarding the screen you are on or the
data you are working with.

A system information message will appear if you have unsaved work on your computer and prompt you to
save your work. This way you'll never be in danger of losing any data you have entered in HANDS.

The system will also let you know if data is loading by sending you a system information message on the
main screen, or in the grids on the page. These messages are a reminder to be patient while the system
gathers the information needed.
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1.15 SELF-CHECK - SYSTEM MESSAGES
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Inatructions: Select the best answer, Gnd then chick SUBMIT to check your answer

‘While working in HANDS, you encounter a red
ermor message. What would you do?

@ !gnore the message and maove fonward

O Stop what you are doing and read the
message so you can defermine the issue

@ Exit the record and stant over

Salect a differant modula from tha Main
. Meanu
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1.16 LOGIN PAGE
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Notes:

So now that you know what the screens and messages look like, it's time to login to the system!
What makes the HANDS Login page special? It represents the community, collaboration, and spirit of the
HANDS project.

The handprints that make up the HANDS logo come from the infants that were breastfed in the Arizona
State office during the planning stages of the project.

Each flag on the left of the screen represents an agency on the team that made the project possible.
When you use the screen, you will notice that there are two parts to logging in. First, you will enter your
username and password.

Next, you will select your Local Agency and Clinic. After that, you will be taken to the Home page where you
can begin using the system.
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1.17 HOME PAGE

Are Currently Logged in To

Notes:

After you have logged onto the system, you'll be taken to the Home page. You will use this page to navigate
through HANDS and to check for any important information or updates, such as alerts about changes to
policy, tips for using the system, and training resources.

The Home page in HANDS has many features to help all WIC program users while some features are
specific to individual State Agencies. Let's take a look at some of these features.

At the very top of the Home screen you'll find your login information and the Log Off link. This will remind
you which username you used to access HANDS and what Agency and Clinic you are currently logged in to.
You can also use the Agency and Clinic link to log into a different location.

Below this, you'll find the Main Menu. The items in the Main Menu are used to navigate to the different
modules within HANDS.

Next you'll see the Training Menu, which contains essential training resources and helpful tools.

Course Companion for HANDS New Hire Training Part 1 02/20/17



1.18 HOME PAGE, CONTINUED

Champions for Change
Gila County Division of Health and Emergency Servic

Barbra White, Jorn! Anderson, Leshe Mora, Borbara Guiroz,
& Jockis Tobin

1 have been continually impressed with their work ethic and dedication
to the WIC pregrar” - Samantha Jerome

Lanuin, fi'ea: =
Brofuisesd ISt r o Service e
Tips, Fizxes, nnown lssues, or Othe: ;
Example

Notes:

Let’'s move to the main portion of the Home page which contains the Landing area and the Service Desk
Menu.

The Landing area is what you see after you login to HANDS. Everyone in each State Agency sees the same
info, which may contain pictures, quotes, or policy and system alerts.

The Service Desk Menu contains many helpful resources and links to assist you with HANDS, including tips
for using the system, fixes, known issues, or other vital information.

Make sure you explore the Home page in HANDS so that you're comfortable with everything it has to offer.
Checking the Home page before you start your day will ensure that you have all of the most current
information. This will not only make your job easier, it will allow you to provide excellent customer service to
your clients.

To view an example of how this would look if you were using HANDS, click the ‘Example’ button on screen.
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VIDEO EXAMPLE (SLIDE LAYER)
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1.19 NAVIGATION - MAIN MENU

[FreT— pre— m

C I I C k WIC Services, Scheduling, and Reports to see navigation in action

Notes:

Now that you've logged in and are familiar with the Home page, it's time to navigate through the system.
There are several ways to get around HANDS; however, you need to select an area to work in first.
After logging into the system, you see a row of menu options across the top of the screen. This is the Main

Menu, the items you see in the Main Menu may be different, based on your job duties.

Each menu item represents a section, or module, you may use to complete services in HANDS. The
modules you will most likely access will be WIC Services, Scheduling, and Reports. Clicking on these menu

options will either take you to the module, or provide you with more selections.

Click on WIC Services, Scheduling, and Reports in the Main Menu to see navigation in action.

01 (SLIDE LAYER)

Cliwst 1D Famity ID Last Name First Name M Gender Client Category

Date of Bty Cont. Start Date Cert. End Dato Auth. Rep. 1 Last Name  Auth. Rep. 1 First Bame  Phone Number
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02 (SLIDE LAYER)

- Appt Scheduler
C I IC k WIC Services, Scheduling ™" "™™"** 1o see navigation in action.
i Clinic Scheduler Setup
Pracertification
Walkin Appointments
Clinic Default Settings
Appl Mailing Labels

03 (SLIDE LAYER)
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1.20 NAVIGATION - CERTIFICATION FLOW MENU
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Notes:

Once you are in the WIC Services module and have selected a client, you'll see the Certification Flow Menu.
This menu consists of the screens that are most commonly used to assist participants. On this page, we're
discussing navigation. We'll need to go into greater detail on some things later in the course.

Each screen or group of screens will display when you click the tab belonging to that screen or group. For
example, if you select the Care Plan tab, all the screens associated with that tab will display.

This menu has several features to help you along the way. A red asterisk icon lets you know that more work
needs to be done in an area while a green checkmark lets you know an area has had work entered and
saved.

Another helpful item is the hover feature for the menu tabs. Several of the tabs are abbreviated to save
space. If you are unsure about either the icon or the abbreviation of the tab, you can use the hover feature to
learn more.

Course Companion for HANDS New Hire Training Part 1 02/20/17



1.21 NAVIGATION - ACTIVE RECORD
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Notes:

What about the screens that are not used every day? Sometimes, you will need to view a screen outside of
the Certification Flow menu while you are working with a client’s record.

To navigate to another screen simply use the navigation drop-down menu in the Active Record area, which
can be found on the left side of your screen.

You can use this drop down menu to access the screen you want by scrolling or using the search field. The
search field has an auto-complete feature, which allows you to type in part of the screen name to display
results. We will learn more about the rest of the Active Record later on.
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1.22 NAVIGATION - CLIENT FAMILY SEARCH
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Notes:

Another way you'll navigate in HANDS is by using the navigation drop-down menu on the Client Family

Search page which works similarly to the drop down menu in the Active Record. It allows you to locate the
screen you want by scrolling or using the search field and has an auto-complete feature.

The purpose of this menu is to navigate to screens for more advanced users, screens used for
administrative tasks, or those screens that don'’t use client records.

To view an example of how this would look if you were using HANDS, click the ‘Example’ button on screen.

VIDEO EXAMPLE (SLIDE LAYER)
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1.23 SELF-CHECK - HANDS INFORMATION

Inatructions: Select the best answer, Gnd then chick SUBMIT to check your answer

Maria is a WIC employee. She wants to check if there are any important
pieces of information or updates to HANDS that she needs to know
before starting her workday. Which screan in HANDS would she visit to
find this information?

@ The Login page

@ The Family Information page
@ The Client Family Search page

O The Home page
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1.24 SUMMARY

Module Summary

R L VAR SO | L L

UNREsannisHieo Use the
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Notes:

In this module, you learned that HANDS is a tool that assists you in enrolling clients into the WIC program,
documenting the services you provide, and issuing benefits, while you connect with each participant.

We found out about the actions and features that are consistent throughout the system. You know how
HANDS communicates and how to get around the system. You also understand how to use the Login and
Home screens.

In the next module, we'll cover intake, which includes searching for participants and adding records to
HANDS.
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MODULE 2 - INTAKE

2.1 INTAKE

Mﬂdule 2

. Cl|erﬂ.=ﬂmmn'p

Uangﬁ%@ Tnnl Instead of
E tion
ﬂ!edhs

Notes:

Now that you've learned about HANDS basics, it's time to learn about the screens you will need to serve
clients.

In this module, you'll learn about the intake portion of a certification.

You'll learn about searching for clients using the Client Family Search screen. Intake consists of searching
for, collecting, and documenting family and client information.

You'll also learn about entering family and client information using the Family Information, Client
Registration, and the Immunization screens.

In addition, I'll teach you about the valuable information and tools found in the Active Record area.

We'll also look at the importance of quality interactions with your clients and using HANDS as a tool during
an appointment instead of letting the system take all of your attention.

Throughout the course, you'll see an icon called the Together We Can icon, which will remind you to focus
on the needs of the client. The Together We Can icon will be followed by either a Policy or a Participant
Centered Services (PCS) tip. These tips will help you use HANDS to best serve the client.
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2.2 VIDEO SCENARIO 1 - HOW WOULD YOU WANT TO BE TREATED?

WIC Staff Member

Sets the Tone for the Visit

Notes:

Watch the video of our WIC staff member, Lorena, as she starts the intake process with a brand new WIC
client, and then answer the questions on the next screen.

VIDEO (SLIDE LAYER)
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2.3 WHAT DO YOU THINK? — VIDEO 1
... TTITEEEEEEE—

Ingtructions: Lizing information froum the vadeo o [he revious Screa, [De in your answers, and
e ciick “SUIBMIT "If you haven walched the vadeo, plsase oo fo e Breviius SCred Jo e i

Based on the information in the video you just watched,
wihat sarvices do you think will be offered during the
sppointmant? What tone has the staff membar set for
the wizit? What would you do |‘.|H"!n|rlnl.i:,*'||

TP your e hera

Notes:

Based on the information in the video you just watched, what services do you think will be offered during the
appointment? What tone has the staff member set for the visit? What would you do differently?
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2.4 VIDEO SCENARIO 2 - HOW WOULD YOU WANT TO BE TREATED?

WIC Staff Member

Sets the Tone for the Visit

Notes:

Now watch another video of our WIC staff member, Lorena, taking a different approach to the intake
process, and then answer the questions on the next screen.

VIDEO EXAMPLE (SLIDE LAYER)
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2.5 WHAT DO YOU THINK? — VIDEO 2
PE———

Ingtructions: Lizing informaton fromm the wades o Hhe Drenous Scroe, (D i youwr answer, and
ther chick "SUBMIT "If you haven walched the video, plsase po fo e Brevious SCresT Jo e i

Based on the information in the vides you Just watched,
what did the staff member do differsntly in this video
warsus tha first video? How would you prefer 10 be
traated?

TP your et e

Notes:

Based on the information in the video you just watched, what did the staff member do differently in this video
versus the first video? How would you prefer to be treated?
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2.6 CLIENT FAMILY SEARCH

S HTENTH o G B
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Click on mgm.fﬂgusearch Screen, What We've Learned So Far
items on the 'CII'EIGH_W-H_
review the infaTrmetioh’ =M
from Module 1.
Sdarchand New Search butichs

Crher features

Notes:
One of the screens that you'll spend a lot of time using is the Client Family Search screen. We started
reviewing this screen in Module 1.

The Client Family Search screen is the first screen you will see after you select the WIC Services module.

We learned about the navigation menu, the Search and New Search buttons, and some of the other features
of the screen.

Click on the highlighted items on the screen to review the information from Module 1.

Now it's time to learn how to use the screen to start the certification process.
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01 (SLIDE LAYER)

£ 10T1408T76 /1150010690
/T 1408777 /150010690

S HTE8TTE 1150010630

#0080 S11455%5093
Row count: [

Click on thé:ﬁpgﬁﬁm%Search Screen, WhatWe've Learned So Far

items on the scree
review the in

from Module1. This action button is typic ally found on the
SR 1 11 m right-hand side of the screen and allows
the user to start the search process. The Enter
Other features key can also be used to start a search.

éﬁMe nd

02 (SLIDE LAYER)

£ 10T1408T76 /1150010690
/T 1408777 /150010690
£ HIT1408TTS /11500106590

#0080 S11455%5093
Row count: [

Click on thé:ﬁpgﬁﬁm%Search Screen, WhatWe've Learned So Far

items on the screen to
review the inf&ﬂqﬁﬂ@hme £ .
from Module 1. This acfion button is fypic ally found on
SeEarcFand New seaich butic the botiom right-hand side of the
screen and allows the userto clear
Other features search fields and refresh the screen.
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03 (SLIDE LAYER)

A 10T1408T7E /150010690
Z 1T 1408777 150010690

A HTE08TTE 1150010630

1 VOTIE00460 A11a565033

. S . ‘What We've Learned So Far
This function is typically found at the bottom

of search result grids and allows a user to

select the number of rows of search results
to display on the screen. The usermay
choose 10, 25 or 50 rows to be shown.

Other Teatures

04 (SLIDE LAYER)

A 10T1408T7E /150010690
Z 1T 1408777 150010690
I HIT1408TT8 /150010690
# HIT1400460 71143565093

~n i CilientiEamilu Search Screen. What We've Learned So Far
This function is typically found in grids on main
screens and can be clic ked to display more
information about the record.

Searchand New S

Other Teatures
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05 (SLIDE LAYER)

This function is typically found in grids on main screens
and can be clicked to open Client records. The records
may be viewed and, in some cases, edited.

# WT1408TTE 1150010690

# WOT1408TTT £ 150010690

1071408778 /1150010690

£ TIE00460 14365093
Row count: [[EE3

Click on th.ﬁl‘iﬁmfm‘]’HSearch Screen, WhatWe've Learned So Far
items on the screen to
reviewthe in E')?H?f@%?\me £
from Module 1.
Sear hand:New Search butions

Other Teatures

06 (SLIDE LAYER)

This function is typically found in grids on main screens
and can be clicked to open Family records. The
records may be viewed and, in some cases, edited.

A 10T1408T7E /150010690
Z 1T 1408777 150010690
I HIT1408TT8 /150010690
# HIT1400460 71143565093

Click on th.ﬁl\iﬁmfm‘]’HSearch Screen, WhatWe've Learned So Far

items on thercree toM
reviewthe in 3)3'?1 ey
from Module 1.
Searc band:-New Search butions

Other Teatures
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2.7 CLIENT FAMILY SEARCH - SEARCH FIELDS AND RESULTS

(-28] s AT ®AAT & AT @ PV AL T -

Gllaie pefiam Bnfiein B tanFauttons

Tt Syt neditabatt the
State Agency to search
pﬂﬂ'ﬂlﬂg = fias thal were started, but are iIncompleta

Inactive = cartification pencds have anded

Notes:

There are many uses for this screen; however, when you are enrolling a new family, you'll use this screen to
make sure that the family is not already in HANDS. This saves time and avoids creating duplicate families
and clients in HANDS.

The Client Family Search screen has many features that make customizing your search easy.

These include the Clinic, Agency, or State buttons, which tell the system how much of the State Agency you
want to search.

There is also the set of Active, Pending/Inactive, or All buttons, which helps with searching for types of
certifications. Active participants have current certifications, Pending clients have certification files that were
started, but are incomplete, and Inactive clients’ certification periods have ended.
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2.8 CLIENT FAMILY SEARCH - SEARCH FIELDS AND RESULTS, CONTINUED

TS Birgaren

Entéfi@attadddionation
Information

SRS TR s
L0 DT =

row ResuUils

Notes:

There are many fields you can use to search for clients using the search screen. You can enter client-
specific information such as their name, ID number, Date of Birth, Gender, and Certification Dates.

You can also choose to enter family information like the name of the person who acts on the family’s behalf,
or the Authorized Representative, the Family ID, and the family’s phone number.

HANDS makes it easy to customize your search. You can enter partial search info, such as part of a name
or Client ID number, and the search results will show you everything with the info you entered.

You can enter information in as many search fields as you would like in order to help narrow down the
results.
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2.9 CLIENT FAMILY SEARCH - OTHER ACTIONS

Other Actlons

Making ¥%EITGH ¥ highlighted items
in-state tRRMIR, SCTEEN to leamn more.

Ouf-of-state transfers

Add a New Family l

Notes:

Other actions can be performed on the search screen. Some of these are completed using the checkboxes
on the far left of the search results grid, such as making appointments and performing in and out of state
transfers. We'll cover these functions more in-depth in future modules.

The Client Family Search screen is also where you will start the process of adding a new Family to HANDS.

Click on the highlighted items on the screen to learn more.
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01 (SLIDE LAYER)

Other Actions

Makng FpagIERRe highlighted items

s=the screen to learn more.

Allows you to search forand  filSi=lis
make appoiniments for the
selected Family. il 1

¥ rans Clent Dt of State Trans

02 (SLIDE LAYER)

Other Actions

Makng FpagIERRe highlighted items

In-state iR screen to learn more.

Wil t ted Family to the
clinic you are logged into.
N S

1 rans Clant Dt of State Trans
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03 (SLIDE LAYER)

Other Actions

Making RS EHe highlighted items

Instate tRRe screen to learn more.

Outof ~intn drmnefnm

Wil transfer the selected Client to the
Add a clinic you are logged info.
e

Trans Clent | Ouwt of Stats Trans

04 (SLIDE LAYER)

Other Actions

Making RS EHe highlighted items

Instate tRRe screen to learn more.

Out-of-siate trapto—

Adds a new Out of State Transfer
Add aNew Fam record to HANDS.
.

Trans Chent | Owt of State Trans.
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2.10 CLIENT FAMILY SEARCH - CLIENT AT A GLANCE

- SARPLEAT™ ey A CLEMT ciow s L] 8

| - W NG MOWL CLENT PG '} AT "
E N

i

Im

} AR

| COLATY DEPT OF 113 TRST STREXT

| e LT ey s WA L FUBLE HEALTH. CORMEOWN  PoENm

| wic Py

Admpri s
B e FHEANAD  MEA CLENT BN ' [T
[« ALY G N AdeaE ’

s . [E33
Will Display More Detailed Client Information

Notes:

Viewing the Client at a Glance area helps if you're not sure whether or not the client displayed in the results
is the exact client you are searching for.

Using the blue plus icon next to the client’s ID will open the Client at a Glance area. This area will display
more detailed client information and help you find the client you need.
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2.11 CLIENT FAMILY SEARCH - SUBSEQUENT CERTIFICATIONS AND UPDATES

Tl i Ty ©1 Ll ama it Hama: W D T Eei Doy
et T -]
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Fi_."ﬁuliﬁ | WI" ﬁ"-’. thack, click on the WIC Services
to Fagily [Pt 1 option, or use the navigation
Infio rrn‘i"‘ﬁ{ﬂﬁ%cmerﬂrﬂp down in Active Record.

Example

Notes:

Use the Client Family Search screen to find a client’s record when their record needs to be updated or when
they need a subsequent certification.

Use the fields on the screen to search for their record in HANDS. Once the search results have displayed,
you can view either the family or client record by clicking on the ID number.

Clicking on Family ID will take you to the Family Information screen, and selecting the Client ID will navigate
you to the Client Information screen.

If you wish to go back to Client Family Search, you can either click on the WIC Services menu option, or use
the navigation drop-down in Active Record.

To view an example of how this would look if you were using HANDS, click the ‘Example’ button on screen.
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VIDEO EXAMPLE (SLIDE LAYER)
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2.12 SELF-CHECK - CLIENT FAMILY SEARCH

... EEEE———
Inatructions: Select the best answer, Gnd then chick SUBMIT to check your answer

What is the first thing you need to do on the Client Family Search
screen when enrolling a new family ?

) Select the Add a Mew Family button

O Ensure the family is not already in HANDS

@ Select the Family Information screen from the naw
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2.13 FAMILY INFORMATION - ADD
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Notes:

Now that you're familiar with the Client Family Search process, let's start the certification process.

As you saw in the video, setting a friendly, welcoming tone for the appointment is very important. HANDS is
a great tool for documentation, but your connection with the client is what helps provide effective nutrition
education and ensures the WIC program is successful.

So, let's get started!

There are two ways to add a new family in HANDS using the Client Family Search screen. You can select
either the Add a New Family button or Family Information under Enrollment from the navigation menu.

Once you make a selection, you will see the Family Information screen.
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2.14 FAMILY INFORMATION - INTRODUCTION

Select a Clinic Eamgamcﬂ'ﬁg% ﬁﬁﬁg“uﬁ”"

“Pouel T gty Promal {H Mty

Click on the Together We Can icons
on screen to learn more.

Notes:

The Family Information screen is used to enter basic information about your client’s family. Most of the
required fields are highlighted in yellow and have asterisks next to them.

Like many of the screens in HANDS, if you miss a field, the system will let you know. Some fields are not
required by HANDS, but are required by your Agency, so make sure you are familiar with your Agency’s
policies and procedures.

When you add a new family, you'll need to select a clinic in which to enroll them. HANDS will automatically
select the clinic you have logged into, but you can change this to a different clinic in your Local Agency if
needed.

You'll also need to document information about the family’s Authorized Representatives. Authorized Reps
are the people who have the authority to sign documents for the family, are responsible for following WIC
regulations, and can pick up and redeem food benefits.

Each family can have up to two Authorized Representatives. You'll need to document at least one
Authorized Rep for the family.

Click on the Together We Can icons on screen to learn more.
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A (SLIDE LAYER)

When you have to enter data on a screen and it might take a few

minutes, make sure to stay engaged and present with the client

while you are entering the information. Smile, make eye contact,
and tell them that you need to enter the information they have given

Clickon the TogetherWe Can icons
on screen to leam more.

C (SLIDE LAYER)

Select a Clinic

Eay bR el SN AL

“Last Nama : TFirst Nama . Last Namo : First Nama 5 ]

Participant safety and confidentiality are extremely
important. That is why we ask permission before
contacting clients. For example, you can askthe

Authorized Rep. “Is it okay if we call, text, email or send

you mail at this address?”

If a family does notwant to be contacted, use the
confidentiality checkboxes to ensure we protect our
participants. These include: Do Not Send Mailings, Do
Not Email, Do Not Call, and Do Mot Text.

These checkboxes are tied to other items throughout
HANDS in order to safeguard clients’ information.
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2.15 FAMILY INFORMATION - CONTACT INFORMATION

Contact Information
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Notes:

You will also need to document contact information for the family, like addresses, phone numbers, email
address, and confidentiality items.

Confidentiality items include the Do Not Send Mailings, Do Not Email, Do Not Call, and Do Not Text
checkboxes. You would select one or more of these boxes if an Authorized Rep states they would not like to
be contacted. Select the Do Not Send Mailings and Do Not Email checkboxes on the main screen. Use the
Add button on the Family Phone(s) grid to choose the Do Not Call and Do Not Text checkboxes.

A family’s primary and secondary language and whether they need an Interpreter is documented on the
Family Information screen. The Interpreter Required checkbox will not be available unless the family’s
Primary Language is other than English.

HANDS is equipped to send out Appointment Reminders via text and email, and there is a field to capture
the client’s preference.

Sometimes, for the options to be displayed, other fields need to be entered or available. For example, to
have an Appointment Reminder Preference of Email displayed, the participant's Email Address needs to be
filled in, and the Do Not Email checkbox needs to be un-checked.
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Not Email, Do Not Call. and Do Mot Text.
il =] These checkboxes are tied to other items throughout
HANDS in order to safeguard clients’ information.
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2.16 FAMILY INFORMATION - ADDITIONAL INFORMATION

Click on the Together Wa Can icon
on screen to leam more.

Py § Praxy I

Liam) Mams LEC LT - | Mas Fawt Mams -

Praugdl 00 [ a=
— n | 2 B 4 I_

=T i

Notes:

Other areas you may fill out on the Family Information screen are Voter Registration, Proxy, and the ‘How

did you hear about WIC?’ sections.

Some State Agencies are required to document Voter Registration status. If this is the case in your Agency,

a Voter Registration pick list will display on this screen.

When the Authorized Reps can'’t pick-up and redeem benefits for the family, they have the option of sending
a Proxy in their place. The family can designate up to two Proxies, and you would document that information

here.

Finally, the ‘How did you hear about WIC?’ section is the area you document from where your new family
was referred. You will be able to document both the Program and the Organization that told the family about

WIC.

Click on the Together We Can icon on screen to learn more.
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A (SLIDE LAYER)

Ensure that you are familiar with your
Agency's policies and procedures
regarding Proxies. IT you are unsure or
have questions about how fo document
items, talk with your trainer or supervisor.

Add

*Program

I

Crganization

Document from Where
the Family Was Referred

Proxy 1
Last Name § First Name: " Last Name § First Name Mo

B i B
Hoow did you hear about WIC 7
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2.17 FAMILY INFORMATION - SIGNATURE
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Notes:
The Family Information screen has signature pad functionality so you can collect signatures for the Proxy

form. You'll use the Signatures button to start the process.

When pressed, the Signatures button launches your signature pad and takes you to the Signature
Information screen.

The screen will default to Proxy Form in the Signature Type field and will display part of the form that the
client is signing. There is also space in the Comment box on the screen for you to leave a note, if you would
like.

After you enter information on the screen, the Proxy will sign using the signature pad. Once the client is
finished and everything is correct on the Information screen, click on the Save button.

After you save, the signature information, including an image of the signature, will display in the Signatures
grid.
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2.18 FAMILY INFORMATION - SUBSEQUENT CERTIFICATIONS AND UPDATES
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l Example

Notes:
If you update certain items on the Family Information screen, you'll need to enter required fields again. For

example, if you update Authorized Representative information, you'll need to update their Proof of Identity.

The same is true for Proxy Information and Proof of Identity. New Proxies will also need to sign the Proxy
form using the signature pad.

If you update address information, HANDS will also require you to update Proof of Address and Voter
Registration information, if your Agency has this field enabled.

During subsequent certifications, all the information on the Family Information screen will need to be verified
for accuracy. Some fields will need to be entered again, such as Proof of Identity, Proof of Address, and
Register to Vote?

To view an example of how this would look if you were using HANDS, click the ‘Example’ button on screen.

Course Companion for HANDS New Hire Training Part 1 02/20/17



VIDEO EXAMPLE (SLIDE LAYER)
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2.19 SELF-CHECK - FAMILY INFORMATION
... TTITEEEEEEE—

Inatructions: Select the best answer, Gnd then chick SUBMIT to check your answer

Stephanie is a WIC employee. She needs to document information for the people
who have the authority to sign documents for the family, are responsible for
foliowing WIC reguiations, and can pick up and redeem food benefits, On what
portion of the Family Information screen would she document this infermation?

@ The Contact information area

) The Authorized Representative section

@ The ‘How did you hear about WICY section
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2.20 CLIENT REGISTRATION
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Notes:

After you've entered and saved your new family on the Family Information screen, the New Client button will
display. This button adds clients to the family.

New clients can also be added using the navigation menu found in Active Record.

After at least one client has been created in the family, additional clients can be added using the Add button
on the Client Registration screen.

The Client Registration screen is where basic information about your client is documented such as Name,
Date of Birth, and Proof of Identity.

Document your client’s Ethnicity and Race and whether they provided that information or if it was observed
by you.

There is also a field called Ineligibility Reason. The majority of the time, the system will automatically fill this
field in when a client’s certification ends. Ask your trainer about other uses for this field.

Click on the Together We Can icon on screen to learn more.
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Sometimes a client will refuse to provide their Ethnicity and Race, and that's okay. The
situation can be handled with ease as long as you know your Agency's policies and
procedures on documenting client refusals while still providing excellent clientcare. I
you need help with this, talk with your trainer or supervisor.

A2
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2.21 CLIENT REGISTRATION - MOTHER AND INFANT/CHILD LINKAGE

) et s avwd semppissbuiiy. (1 op i aat s sepliar b o WIS povtinipmat, plswes T in Wi mation's (0 fond,
“md preve fhe nave buties spsie

Use one of two fields
HANDS will remind you i

Mother's IR faldon't link an infant or
child to his or her mother

Mother cutside of Family field

s e ar B e ke e was

Link Mom to Her
Children or Selegt

g 1ak el
Reason Not LinkEEEES i;ﬁ’
Example

Notes:

Linking a mother to her children is an important process that takes place on the Client Registration screen.
In HANDS, you'll be required to either link mom to all of her children or to select a Reason Not Linked.

If the mother is a client in HANDS, link her to her children using one of two fields.

The Mother’s ID field will list the eligible mothers in the family and you select one of the clients listed. It's
best to add mom first when adding clients to the family. That way, when you add her children, she is
available as an option in the Mother’s ID pick list.

If the mother of the client is not in the family but participates in WIC, you'll type a Client ID into the Mother
outside of Family field.

HANDS will display messages to remind you to select a Mother’s ID if you don't link an infant or child to his
or her mother.

Later in the training, we will cover other ways that HANDS ensures that this process is completed and how
to select a Reason Not Linked.

To view an example of how this would look if you were using HANDS, click the ‘Example’ button on screen.
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VIDEO EXAMPLE (SLIDE LAYER)
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2.22 SELF-CHECK - MOTHER AND INFANT/CHILD LINKAGE

Inatructions: Select the best answers, and then ciick ‘SUBMIT fo check youwr answer. Select
ail the answers Ihal apyy

In HANDE, a mother needs to be linked
to her children. What fields are used
for this process? (Select all that apply.)

Mother's |D

Mother Cutside of Family

Reason Mot Linked

B Gender
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2.23 CLIENT REGISTRATION - FOSTER CARE

Help Assess
Mutrition Risk

Assign a WIC Code,
if Neadad

Has Fhon ¢l bt s Lot v, o0 ekl it o gm Boiwmarn B G St ponnin

Open up Dialogue about
Nutritional Well-being

Can Lead to WIC Codes

Linked to Eligibility

Notes:
The Foster Care checkbox and associated question on the Client Registration screen are an example of

assessing a client for nutrition risk and assigning a WIC Code, if needed.

These questions, and others like them, may open up dialogue with the family about your client’s nutritional
well-being.

When combined with your critical thinking skills, the questions help assess nutritional risk, or conditions that
predispose someone to poor nutritional patterns or nutrition-related medical conditions.

Sometimes the answers to these questions can lead to HANDS automatically populating a code, called a
WIC Code, in your client’s file. The Foster Care question is an example of this process. Other times, you will
have to add the WIC Code yourself.

The Foster Care section is also linked to your client’s eligibility information, as foster children are counted as
their own families. We will cover this further in the next module.
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2.24 CLIENT REGISTRATION - POTENTIAL DUPLICATES

Prommtagd (ool st 0 bt n it

Ll nforrrartion
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Adrens indermaiion

Reiann
13 TEST STHEET PHOEME AT T 5008
AgensyrCimie Il rralesn

& Coeas

HARCORA COUNTY DEPT OF PUBLC FMERL TH. Wi DOWNTOWN

ALPMINES TRATICN

Cartficsson Informaticn

el i P Al (PR Wil bl

HANDS will Disp&ay a Messa w: Disc It with Your Client
Sometimes YWhen Adding C
icate Recordg Are Craat

5 Duph i ; =
View Il'lf-::lrr'l‘l-i’l?lﬂll'l etermine ﬁclt Is Their Information

Notes:

Sometimes, when you're adding new clients to HANDS, duplicate client records are created. If certain client
information matches, HANDS will display a message when you try to save the new client file.

You'll have a chance to view information in the existing file, discuss it with your client, and determine if it is

their information.
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2.25 CLIENT REGISTRATION - POTENTIAL DUPLICATES, CONTINUED

It Clients Are Not the Same:

Select

Select
Mew Family
to create a new
family and insert
original client

record.

: o Select
their record button [ Ve E::sting Familh'

h for an
Transfar cliant

Notes:

When viewing the records, you'll have two options to choose from: No, this is not their record and Yes, this
is their record.

If the clients are not the same, select the No, this is not their record button, and continue creating the new
client.

If it is the same client, press the Yes, this is their record button and use the existing file to certify your client.
Select a transfer option to continue.

Selecting the New Family button creates a new family record and inserts the original client information into
that family.

Selecting the Existing Family button uses a modified search screen in order to transfer the original client
record to an existing family.

The Potential Duplicate process will save you time, ensure you are using the correct records, and keep the
system from getting filled with duplicate files.
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2.26 CLIENT REGISTRATION - SIGNATURE
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m After Saving, Signature

Information Will Display

in the Signatures Grid
ETNETTE

Notes:

The Client Registration screen has signature pad functionality so you can collect signatures for consent to
release Verification of Certification, or VOC, information and to identify that a client’s Proof of Identity does
not exist. Use the Signatures button to start the process.

When pressed, the Signatures button launches your signature pad and goes to the Signature Information
screen, just like on the Family Information screen.

The screen will default to Verification of Certification in the Signature Type field and the client currently
selected on the Client Registration screen.

Use the Signature Type pick list to identify what the client is signing for and select individual clients using the
Client ID pick list. Just like before, use the Comment box to leave a note, if you would like.

After you enter information on the screen, have the Authorized Rep. sign using the signature pad.

Once they're finished and everything is correct on the Information screen, click Save. After you save, the
signature information, including an image of the signature, will display in the Signatures grid.
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2.27 CLIENT REGISTRATION - SCAN
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Notes:

Scanning is available on the Client Registration screen.

You may need to scan certain items, such as Notice to Provider, VOC from other states, documents
required by Local Agency policy, or items needed for a State Agency investigation.

Other items, such as Food Package Prescriptions, will also need to be scanned into the system. These
items will be discussed in future modules.

To start the scan process, select the Scan Document button. Enter a Title and a Description and press the
Scan button.

After scanning is complete and you're happy with the image, select the Save button. Or you can adjust the
document on the scanner and press the Scan button again.

The Scanned Documents grid will list information about each scan, including the Scan Title, Description,
Scanned Date, and the person who scanned the item. Select the edit icon in the grid to view or print an
image of the scan.
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2.28 CLIENT INFORMATION - SUBSEQUENT CERTIFICATIONS AND UPDATES

Subsequent
Certifications

Verify Information

Re-enter Proof of
Identity

Notes:

After a client record is created and saved, the screen name will change from Client Registration to Client
Information. This helps eliminate confusion when you use the navigation menus.

During subsequent certifications, the information on the Client Information screen will need to be verified for
accuracy. The Proof of Identity field will need to be entered again.
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2.29 SELF-CHECK - POTENTIAL DUPLICATES

Inatructions: Select the best answer(s), and then ciick 'SUBMIT fo check your answer(s)

When Eduarde is entering a new client, the Potential Duplicate window
displays. Why is it important that he review the information carefully?
(Select all that apply.)

It will save time

It will ansure he ks using the cormect client record

It will keap the system from getting filled with duplicate files

. It will add a WIC Code to the client record
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2.30 ACTIVE RECORD

Snapshot of Important
Information

Family Information
Grouped inte One Place

Click on the Togsather We Can
icons on screen o leam more.

lcons

Will Display after You
Hawve Added at Least
One Client

FOSTER, CIRLD
W I

Notes:

A client’s Active Record is one of the most useful tools in HANDS.

This area provides a snapshot of important information about the participant, all of which is grouped into one
place for quick reference.

The Active Record will display after adding the family and at least one client.

Active Record displays family information, client information, and information icons.

It also contains the navigation menu we learned about in Module 1 and will allow you to toggle between the
clients in a family.

Now, let's explore Active Record a bit further.

Click on the Together We Can icons on screen to learn more.
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A (SLIDE LAYER)

Family Information
- LocalAgency and Clinic (LA/Clinic)
= Family ID
= This is where the Staff Alert ic on will appear
- Authorized Representative Name (Auth. Rep. Name)
- Primary Phone Number (Phone)

Click on the Together We Can
icons on screen to learn more.

Icons

Will Display after You
Have Added at Least
One Client

FOSTER, CHILD B
NEW HIRE, INFANT ]

B (SLIDE LAYER)

LA Hinic Snapshot oflr]'lportant
povass regiltly Information

Fhone

Client Information
= Client ID
= This is where most of the Active Record icons will appear
- Client Name
- Date of Birth and Age
= Certification Period (Cert. Period)
- Category
= Termination Date (Term. Date)
= Due Date
- Last Date to Use (LDTU)
= Weeks Pregnant (Weeks PG)
= Next Appointment Date (Next Appt.)
= Food Package Approved Thru (Appr. Thru)

FOSTER, CHILD B
NEW HIRE, INFANT ]
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C (SLIDE LAYER)

LR Snapshot of Important
DouGLAs Hesl Information

Family ID 4,
TED011E9

Auth. Rep. N
NEW HIRE MOM

Phons Family Information
D 2R 1 Grouped into One Place

Click on the Together We Can
icons on screen to learn more.

Family Member Listing
= Allows you to switch between clients
- Hover information ¢ ontains:
o Client|D
Date of Birth
Age
Category
Gender

HANDS has been updated since the creation of the course. You
will see the most up to date Active Record information in this
section; however, other sections throughout the course may show
the old version of Active Record.

Family Information
Grouped into One Place

Click on the Together We Can
icons on screen to learn more.

Icons

Will Display after You
Have Added at Least
One Client

FOSTER, CHILD B
REW HIRE, INFANT ]
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2.31 ACTIVE RECORD - FAMILY INFORMATION

Family Information:

Local agency and
Navigation Menu

Fangyd Qi display if

infermation is not
aviabable Aeamdicable.

. Havigate to Other
Phegs AU within WIC
Services

I T, 1 O
i

Notes:

The WIC Services navigation menu is in the top portion of the Active Record. As we learned in Module 1,
this menu allows you to navigate to other screens within the WIC Services module.

The top portion also contains family information like Local Agency and Clinic, Family ID, Authorized
Representative Name, and Primary Phone Number.

Each area of Active Record contains the same information for every client, with N/A displaying in spots
where data is not available or not applicable.
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2.32 ACTIVE RECORD - CLIENT INFORMATION

Client Information:

Clhant 1D

Name

Date of Birth

Age

Certification information

Appointrment information

Food package information

Notes:

The middle portion of Active Record contains client-specific information.

This information includes general information like Client ID, Name, Date of Birth, and Age.

It also has more specific data such as certification, appointment, and food package information.
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2.33 ACTIVE RECORD - FAMILY MEMBER LISTING
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Family Member Listing

AP e

me mEEh&&%«T’:E‘ﬁéﬂ ﬁl;witc h

the recor 1eir file, Sk o A At

Family Member Hover

Lerofpinn M Deis

Notes:

The bottom portion of a client’s Active Record lists the other members of the family and allows you to switch

between the clients within a family.

If you move your mouse over the other members of the family, a hover box will appear listing information
about each one. This hover will help you determine if this is the family member you want to select.

Selecting that family member’s name will switch the record to their file. This is especially helpful if you need

to complete certifications for several family members in the same visit.
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2.34 ACTIVE RECORD - ICONS

Click on the Active
Appirnese & heitsthe INeda =
SRErAN

Active Record
Cemmunicates with lcons
lcon Hover Feature

reL AR AELRED =% Will ®rovide More Information
lay When Important

Infggmation Is Documented

1‘r.-?u.:q:rr:ear.'s- in Both the
Client and the Family
" Information Areas

Notes:

Active Record communicates with you using the icons that appear when important information is
documented in a client’s file. These icons will appear in both the client and the family information areas, next
to the Client and Family IDs.

If you see one of these icons in a client’s Active Record, use the icon hover feature to get more information.

While the Active Record is very useful and provides information as to what the client may need, it's
important to check your client’'s Notes to get a complete picture. We will cover Notes later in the course.

Click on the Active Record icons to learn more.
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A (SLIDE LAYER)

Click on the Active
ARsnsr & iasts

[ BreastPump

®ld \ieaning: A hospital-grade breast
W pump is issued to the client

Hover Information: Hover will list the
(=~ furthest breast pump due date.

P Note: IT the client has more than one
f¥d breast pump issued, it will only listthe
K# [} pump they are using now.
" Intormation Areas

s

B (SLIDE LAYER)

Click on the Active
AsnsrEasicthe biatas

W1~ Hover Infomation: Hover will list
documented disability.

""'Appears in Both the
Client and the Family
" Information Areas

s

Course Companion for HANDS New Hire Training Part 1 02/20/17



C (SLIDE LAYER)

Click on the Active
hasicths ibiatas
§amen

Active Record
; C@.IT Missing Documentation
LHEARNG MPARED = Wil ?sré Meaning: The client is missing

documentation.
Infegy,

Hover Infomation: Hover will list

-.-.-AF missing items .

Client and the Family
* Information Areas

£

D (SLIDE LAYER)

Click on the Active
&hanisths blotas
§amen

Active Record
Ce&nmunicates with Icons

ity
High Risk
Meaning: The client is High Risk. The

icon will match the High Risk Heart in
the Care Plan.

B HoverInfomation: Hover will state

client is High Risk, and will list the
client's Category. WIC Code(s) that
made them High Risk, and if the icon
was turned on by a user (tiggered
manually) instead of triggered by the
system. The icon color will match the
High Risk Heart in the Care Plan.
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E (SLIDE LAYER)

Click on the Active
hasicths ibiatas
§amen

Active Record
Ce&nmunicates with Icons
lcon Hover Feature
But 2} WilE?rqvid,e_,Morq Information
Isp Mid-Certification Assessment
(Heaith Check)

Infgyrr

L7\ Meaning: The client is due for a Mid-
Q"F Cert Assessment (Health Check).
ll Hover Information: Hover will state

client needs a Mid-Cert Health Check.

F (SLIDE LAYER)

Click on the Active
&hanisths blotas
§amen

£
Famiy 0 & Active Record
Ce&nmunicates with lcons
lcon Hover Feature
HEARING IMPAS 8 Will®rovi ore Information
Ew'q" — - ispla;rjﬁvwen Importan
Infgymation Is Documented

-'?Ap-u\n—n i Dbl dbs -

B Out of State Transfer

Meaning: The client is an Out of State
Transfer.

Hover Infomation: Hover will list
Verification of Certification (VOC)
information
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G (SLIDE LAYER)

Click on the Active
hasicths ibiatas
§amen

Active Record
Ce&nmunicates with Icons
lcon Hover Feature
" Will®rovi Inf -
ey e Gmmoraaton
Infgymation Is Documented

StaffAlert

Meaning: The client has an active Staff
Alert Note.

Hover Infomafion: Hover will direct
userto check client notes.

Nofe: If clicked on, will navigate user to
Nofes screen.

H (SLIDE LAYER)

Click on the Active
&hanisths blotas
§amen

Active Record
Ce&nmunicates with Icons
lcon Hover Feature

H i =B Will®rovi ore Information
'_ -~ — bismafﬁvwen Importan

Infgymation Is Documented

-l"A o o o T S T

d Missing Medical Documentation

Meaning: The client needs blood work
or anthropometric information added to
his or her record.

Hover Information: Hover will state
client needs blood work or
anthro pometric data.
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| (SLIDE LAYER)
Clirk nn tha Artive
Meaning: This icon is used to add a

note to the client record.

4 Mote: 1T clicked on, anAdd Note
il window will display.

""'Appears in Both the
LClient and the Family
" Information Areas

£
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2.35 SELF-CHECK - ACTIVE RECORD

fostructions: Match the Actnay Becond icons o B il wath e mansis v msanngs
on i right, feodl fhe clicik SUBMIT fo check pour answirs

Mame: Breast Pump
| Meaning: A hospital-grade breas! pump is issued bo The dient

Deagy
Marme: Drcabilty
™ Maaning The chent s a documented dizabibty

Mame: Missing Documentation
Meaning. The chent is missing documentation

Mame: High Fisk
Meaning: Tha chent is High Risk

Harme: Mid-CemSicanon Assessment (Healh Check)
Meaning: Ther chent i dus for 8 Mid-Cent Assessment (Healh
Chack)

Mame: Out of Stale Transber
Meaning: The chent is an Out of State Transies

M Stafl Adery
Mesaning: Thi chind bas an active St Sded Note

Mame: Missing Medical Documentason
Meaning: The chent reeds biood work o arthopomeine
irfonmation added o his of het recond

Notes:

Match the Active Record icons to their names and meanings.
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2.36 IMMUNIZATION
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I e Mgy

immunizatens AYRYE P RRMAPFIRENE

Whether
Click on the Together We Can

icon on Scheen to earm more.

Reason v I't be assessed

How you assessed immunzation status

Notes:

If you have a client that is less than 24 months of age, you'll need to enter his or her Immunization
information. The Immunization tab will only appear for those clients in the Certification Flow Menu.

If you toggle between clients on the screen using Active Record and select a client over 24 months, a
disabled screen will appear with a message reminding you that the client is over two years old.

The Immunization screen allows you to document whether or not a client is current on immunizations, and if
not, the reason why they are not up to date or can't be assessed.

Next, you'll document how you assessed the client's immunization status. If you provide an immunizations
referral for your client, you can document it using the Referral Organization pick list.
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L
E— O client is aver two years old, Is eation is nat

DTaP comect for age 8 months?
2-3 month olds should have 1 dose of DTaP
4-5 month olds should have 2 dodes of DTaP
E-1T manth cids should Parve 3 deses od OTaP
18 month ckds should have 4 dodés of DTaP
"Based on standard immuncabon scheduls
' "Dosss Cormect
Phone [

1602) 34-5678 L

DTaP doses are not correct, or immunizations for this child cannot be assessed because:
Cliam 10 &, | Mo Assess Code
10T 1408TTT | B

:?;EHR;.E‘_'&|MPG! What was used to assess the child's immunization status?

Dato of Bith  Aga
- Hiyrs. b mos

Cort. Poricd  Category
WA L)

l,m.hﬂo Due Date
When a mom mentil R UANEAISNE TP AN MG, she may bring up

other concerns. For exg e _she's worried about paying the bills l}ﬂ) 1. Kff}?h g] safe, or needs
help with child care. It Uﬁ%%ﬂvﬂmﬁjﬁm@ﬁgmﬁm@ﬁdsﬂ@ fiza \v\%at WIC

provides. Although it ﬂ‘@t d 'Hpcom‘g@ﬁiﬁ tEan raaie r€'|dli conygrsation

back to nutrition. Offer them hope and solutions by having a currern community

resources on hand. Le HE:% gm{ﬂé\{‘é‘“\‘imﬁﬁ‘ﬁfﬁﬂﬁz‘éﬂbﬁhﬁ&ﬁgd where to go will gr

a light at the end of th
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2.37 IMMUNIZATION - SUBSEQUENT CERTIFICATIONS AND UPDATES

rao e o
- e by e B | b TP
44 el oy whonded v I oy of [GF
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11 e bk Atank] Pl ol sk o DT2P

FORGOT SHOT RECORD
TR
RECCRD N A FORERGH LANGUAGE

Verify Client’s
Immunization Status
To Enter a New Imsapizatioaecord,

%_Khj-;l‘ W S ter the ML Salect thydrlehBpteuid

E.Jr.ample ! lv

Notes:

Immunization information will need to be verified and documented for every client under two years of age at
each certification.

To enter a new immunization record, select the Add button at the bottom of the screen.

Then, verify your client's immunization status, enter the information on the Immunization screen, and save
as you normally would.

To view an example of how this would look if you were using HANDS, click the ‘Example’ button on screen.
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VIDEO EXAMPLE (SLIDE LAYER)
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2.38 SELF-CHECK - IMMUNIZATION
... TTITEEEEEEE—

Instructions: Select the best answer, then circk ‘SUBMIT fo check pour ansies

True or false?

Clients under 24 months of

age need to have e e e

immunization information o—

verified and documented in TP dsses are not comect o Imrnizations foe this £had eae

o Byrann Code

HANDS. -]

What man used 5o 330 Ha child s immoniration eletus?
[ T

[ W it Cintabaris B i e ket it |
o Trus

Rgbpiral

@ False -]

Course Companion for HANDS New Hire Training Part 1 02/20/17



2.39 SUMMARY

Module Summary

T Family MemberListing
d QualhysTusomer
'Ililracggétting the Tdpgunization

Notes:

You've made it through Module 2 of the HANDS New Hire course.

In this module, you learned how to start the intake portion of a certification.

We found out about searching for clients using the Client Family Search screen. You know about the intake
portion of the certification process, including how to enter family and client information using the Family
Information, Client Registration, and the Immunization screens.

You learned about the different components of a client’'s Active Record, like the icons, family section, client
section, family member listing and toggle feature.

You also understand the importance of quality customer service and setting the tone for your family’s
appointment.

In the next module, we’ll cover the eligibility portion of a certification. We will look at how to document a
client's income and other programs in which they may be participating that make them eligible for WIC.

We'll also learn about the different groups, or categories, that are eligible for WIC services and documenting
your client’s Category information in HANDS.

Course Companion for HANDS New Hire Training Part 1 02/20/17



MODULE 3 - ELIGIBILITY

3.1 ELIGIBILITY

| Ihs Mol
b LA
| AR 3 ERRER BN
iaAlbERatIRe

o/ BRI a IS
vﬁmm&mm?
SSE requirements:

=nter Category
m 8 HANDS

Notes:

Now that you're comfortable with the intake process, it's time to move on to determining eligibility. To
participate in the WIC program, an applicant needs to meet eligibility requirements in four areas. These
areas are residence, income, category, and nutrition risk.

Screening for eligibility gets clients one step closer to receiving the amazing services WIC provides, like
helping choose healthy foods, breastfeeding support, finding community resources for moms and their
children, and more.

You've already learned a little about documenting residence and nutrition risk in Module 2.

In this module, you'll learn about documenting an applicant’s income and categorical eligibility using the
Income Eligibility and the Certification Action screens.

You'll learn about documenting family size, income, and other information that affects income
documentation, such as homelessness.

You'll also learn about entering participation and referral information for adjunctively eligible programs.
These are other federal or state programs that may make an applicant income eligible for WIC.

In addition, I'll teach you about what makes a person categorically eligible for WIC and how to enter
category information into HANDS.
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3.2 INCOME ELIGIBILITY
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Notes:

Determining income eligibility is a very important part of the overall eligibility process, and it has the most
rules. As such, it's important to become familiar with your Agency’s policies and procedures for determining
both income and adjunct eligibility. Review previous modules, such as WIC 101, for more information.

One of the best features of the Income Eligibility screen is that it allows you to document a lot of information
for all family members, including foster members, in one place.

All family members’ income eligibility information is documented on this screen. This information includes
Adjunct Eligibility or referrals to Adjunctively Eligible programs, household income, and other eligibility
information.

At the top of the screen document Family Size and whether the unborn baby was included in the Family
Size.

There are special rules for foster family members when documenting Family Size. Make sure to review your
Agency'’s policies and procedures for entering Family Size for foster family members.

Check the information icon next to the Family Size field for more information.
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3.3 INCOME ELIGIBILITY - ADJUNCT ELIGIBILITY
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Notes:

The Adjunctive Eligibility grid is where information is recorded about State and Federal programs that may
make clients income eligible for WIC.

Document whether or not the clients are participating in these programs. You'll also document whether the
clients brought proof of participation in the program or not, or you may also document if they were referred to
a program.

The pick lists in the grid have several options to choose from. Select the best option based on your Agency’s
policies and procedures. Documentation of participation in adjunctively eligible programs is optional in the
Income Eligibility screen, but it will be mandatory once you are in the Care Plan - Referrals screen.

If it is documented that a client was referred to a program on the Income screen, that information will
automatically show on the Referrals screen.

This won’t work in reverse though; referrals documented on the Referrals screen won’t show up on the
Adjunct Eligibility grid.

The Care Plan - Referrals screen will be reviewed later in the course.

Click on the Together We Can icons on screen to learn more.
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3.4 INCOME ELIGIBILITY - INCOME PROVIDERS AND OTHER INFORMATION

Income Will Be Applied
to Selected Client

Click on the Together We Can lcon

on screen bo learn more,

Notes:

Below the Adjunct Eligibility grid is the Income Providers grid. Income can be documented for a single client,
or the entire family, using this grid.

Press the Add button on the Income Providers Grid, and a pop-up will display.

For each person that provides income for the household, enter Provider name, Amount, Interval, and
Documentation information.

Then, select the family members to whom you would like to apply the income using either the Family
Member or the Foster Children pick lists.

When entering income for foster family members, document income one at a time.

You'll also document foster family members separately from other members of the family.

After income information has been entered, and OK is selected in the pop-up, the income information you
entered will be applied to the family member or members selected. This process needs to be completed for
each income provider in the household.

Click on the Together We Can icon on screen to learn more.
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3.5 INCOME ELIGIBILITY - INCOME PROVIDERS AND OTHER INFORMATION,
CONTINUED

CBabkbimpoentie
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When Finished,
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Notes:
Other information, such as a client’s refugee or military status, is important when determining income
eligibility.

Use the checkboxes at the bottom of the screen to document this information.

Once you are finished entering in all of the information on the screen, select the Save button.
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3.6 SELF-CHECK - ADJUNCT ELIGIBILITY
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Notes:

The Adjunctive Eligibility grid is where you'll record information about State and Federal programs that may
make clients income eligible for WIC. Choose the types of information you'll record about adjunctively
eligible programs from the list and drag them to the Adjunct Eligibility Information box on the right side of the
screen. Drag the incorrect answers to the Incorrect Answers box on the left side of the screen, then click
‘SUBMIT’ to check your answer.
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3.7 INCOME ELIGIBILITY - MONTHLY INCOME BREAKDOWN

Details Displays More Information

Eroakdown . Click on the Together We Can icon
on screen to learm maorne,

Each income provider
Contribution from each prowvider

Main Gnd

Monthly InCdayant name Client Income

Breakdown Information
thiy income

Notes:

Income Eligibility screen displays information for the entire family; however, eligibility is client-based and
may vary for each participant.

The Monthly Income Breakdown grid is a handy tool that allows you to see what income information has
been applied to which client.

The main grid lists the name of the client and his or her Monthly Income.

Select the Details button to see more information about each client. The additional information lists a
breakdown of the Monthly Income, including the Income Provider's name and how much that provider
contributed to the client's Monthly Income.

If there are multiple income providers for the client, it will list how much comes from each provider per month
for that client.

Click on the Together We Can icon on screen to learn more.
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3.8 INCOME ELIGIBILITY - ZERO INCOME MISSING DOCUMENTATION

P v bl o T

Select the Signatures Button to
Collect the Client's Signature
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Entes Income Provider
Information

Salaci family membars

Notes:

Sometimes, there are special circumstances that need to be documented using the Income Provider's grid.
Clients may state that they have no income that they have forgotten their income documentation, or that
proof of their income doesn't exist.

To document zero income, select the Zero Income checkbox in the Add pop-up window. HANDS will
automatically fill in the Amount, Interval, and Documentation fields.

You'll enter the Income Provider information and select the applicable family members. Select OK, and then
Save.

Select the Signatures button to collect the client’s signature for zero income.
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3.9 INCOME ELIGIBILITY - FORGOT DOCUMENTATION

Documahtation
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Select No Prool
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from Documentation
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Example

Notes:
Documenting when a client forgets his or her income eligibility paperwork or when his or her paperwork
doesn't exist is similar to documenting standard income.

For each person that provides income for the household, enter Provider, Amount, and Interval information.

If the client has forgotten his or her documents, select Forgot Documentation from the Documentation pick
list.

If the client is income eligible, he or she will receive one month of benefits. The Missing Documentation icon
in Active Record will appear. This icon serves to remind you that the client’s income record needs to be
updated in order for him or her to continue to receive services.

The income record must be updated within 30 days for the client’s certification to remain active. After that,
HANDS will terminate the certification and the income record will need to be updated using the New
Household Income button. You'll learn more about updating income later in the module.

For the times when documentation doesn’t exist, select the No Proof Exists/Zero Income Signature Form
from the Documentation pick list.

Select the Signatures button to collect the client’s signature for both forgot documentation and when
documentation doesn’t exist.

Click on the Together We Can icons on screen to learn more.
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To view an example of how this would look if you were using HANDS, click the ‘Example’ button on screen.
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VIDEO EXAMPLE (SLIDE LAYER)
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3.10 SELF-CHECK - FOSTER INCOME
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3.11 INCOME ELIGIBILITY - SIGNATURE
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Notes:

As previously mentioned, the Income Eligibility screen has signature pad functionality to collect signatures
for Income information, including statements that the client has zero income, that no proof of income exists
for the client, and that the client has forgotten his or her income documentation.

There is also an option to collect a signature for the Notice of Income Ineligibility.

Use the Signatures button to start the process, just like on the Family Information screen.

The Signature Type field will default to the Zero Income Waiver Form, and the Client ID field will be blank.

Select the type of signature you're collecting and, if applicable, the individual client for whom you're
collecting the signature using the Client ID pick list. Use the Comment box to leave a note, if you would like.

After entering information on the screen, have the Authorized Rep. sign using the signature pad.

Once he or she is finished and everything is correct on the Signature Information screen, click Save. After
saving, the signature information, including an image of the signature, will display in the Signatures grid.
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3.12 INCOME ELIGIBILITY - SUBSEQUENT CERTIFICATIONS AND UPDATES
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Notes:

Income information can be updated directly on the Income Eligibility screen within the first 30 days of
entering a new record.

After 30 days, the income record will need to be updated using the New Household Income button.

Click on the New Household Income button to add a new income record to a client or family’s file.

The previous income information will be copied into the new record. Verify all the information on the screen,
paying close attention to the Adjunct Eligibility and Income Providers’ information.

If a small padlock icon displays next to a client’'s name in the Adjunct Eligibility grid, click on the padlock to
clear out previous data, then enter updated information.

To edit information in the Providers grid, select the Edit icon, which looks like a pencil and paper, next to the
record you wish to change.

Select the Delete icon, which looks like a trash can, next to a record you wish to remove.

Ensure all of the information is correct, remove inaccurate data, update outdated records, and add any new
information.

Click on the Together We Can icons on screen to learn more.
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3.13 SELF-CHECK - SUBSEQUENT CERTIFICATIONS AND UPDATES
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3.14 CERTIFICATION ACTION

Action Screen

Make Changes to a Certification:

Change cale

Extend certification

Notes:

The WIC Program serves certain categories of women, infants, and children. To be eligible for the program,
a client must fall into one of these groups, which include pregnant, postpartum, and breastfeeding women,
infants, and children up to age five.

In HANDS, document an applicant’s category information on the Certification, or Cert, Action screen. This
screen is where HANDS displays certification periods, or the length of time each client is eligible to receive
services from the WIC program.

In addition, this is where you go to make changes to a person’s certification information. These updates may
include changing his or her category, and extending, terminating, or reinstating the client’s certification
period.
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3.15 CERTIFICATION ACTION - NEW CERTIFICATION
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Notes:

When adding a new certification to HANDS, the first thing to do is select a category for your client using the
Category pick list.

The items in the Category pick list are customized to list the categories that apply to the client. For example,
if your client is a woman over the age of 18, you'll only see the categories for adult women in the pick list.

Next, if the client is not there for their certification, check the Client Not Present checkbox, and select the
reason the client is not present from the pick list.

Course Companion for HANDS New Hire Training Part 1 02/20/17



3.16 CERTIFICATION ACTION - NEW CERTIFICATION, CONTINUED
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Notes:
The remaining fields you need to fill out on the screen may change a bit depending on the category you are
certifying. The process, however, is the same.

Add date information either by selecting them from the calendar tool or by typing them into the field.

For our example, the applicant is a pregnant woman over the age of 18. Based on her category, you'll need
to enter information into either the Last Menstrual Period field or the Expected Delivery Date field.

Entering the date into one of these fields will allow HANDS to calculate the information for the other field and
vice versa.

Enter the information, and select Save. The client’s category and certification information will display in the
Certification grid on the screen.
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3.17 CERTIFICATION ACTION - MOTHER AND INFANT/CHILD LINKAGE

If this process isn't completed, the system won't
allow you to finalize the clients’ certifications
when you get to the Care Plan screen.

Notes:

In Module 2, you learned about linking a mother to her kids using the Client Registration screen. Linking a
mother to her children within HANDS ensures clients receive the benefits they need.

You know that in HANDS, you are required to either link mom to all of her children or to select a Reason Not
Linked.

If you haven't linked a mother to her children on the Client Registration screen, a pop-up will appear on the
Cert Action screen asking you to select a Reason Not Linked.

If a mother and her children can't be linked, select a Reason Not Linked from the pick list and then press the
OK button. The information will display in the Not Linked Reasons grid.

If they can be linked, choose the Link Client Manually button to close the pop-up. Then, go back to the Client
Registration screen to link the clients using either the Mother’s ID pick list or Mother outside of Family field.

If this process isn't completed, the system won't allow you to finalize the clients’ certifications when you get
to the Care Plan screen.
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3.18 SELF-CHECK - MOTHER AND INFANT/CHILD LINKAGE
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3.19 CERTIFICATION ACTION - UPDATES, EXTEND CERTIFICATION
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Notes:
HANDS allows you to extend certifications using the Extend Cert button.
The button is enabled for infant and children Categories and can only be used once per certification.
When the Extend Cert button is selected, the client's Cert End Date is pushed out by 30 days.
After it has been used, the button is disabled for the remainder of the client’s certification.

Click on the Together We Can icon on screen to learn more.
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3.20 CERTIFICATION ACTION - UPDATES, CATEGORY CHANGE

Update
Breastfeeding
Information

Complete an
Assessment
N To Update Category

%HWEIFHH PalRAm

In
a (i aPy RpRe
Ensure an
Appropriate Food
Package is Assigned
ress Category
Change ;
You'll Laarnghlura in
J;ﬁ“ Modules

i

Breastfeeding and formula intake may change throughout a client’s certification. This information needs to
be captured in HANDS.

To update clients’ category information during their certification, you’ll perform a Category Change using the
Cert Action screen.

Press the Category Change button to start the process. A new window will display. Select the new category
from the pick list, then select OK. Select the Save button to update the client’s certification record with the
new category and certification information.

When you change a client’s category, verify that the breastfeeding information in the client’s record is
accurate and update it if needed. You will also need to complete an assessment in order to determine and
document the client’s needs.

After you have completed the assessment, you will need to review and tailor the client’s food package and
ensure an appropriate package is assigned based on the client’s age, needs, and new category.

You'll learn more about documenting breastfeeding information, completing Assessments, and Food
Package Assignment in later modules.
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3.21 CERTIFICATION ACTION - UPDATES, TERMINATION AND REINSTATEMENT
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Notes:

Sometimes, you'll need to end a client’s services before her certification period is over. This is referred to as
a Termination.

If you need to terminate a client’s certification period, press the Terminate Cert button on the Cert Action
screen. A pop-up will display. Choose a reason from the Termination Code pick list, and then press the
Terminate button.

Then, select whether or not you want to print the Notice of Ineligibility.

When you terminate a client’s certification, the Termination Code that made them ineligible for services will
show at the top of the Cert Action screen. The code will also be displayed as the Ineligibility Reason on the
Client Registration screen.

Reinstating a client’s certification record is a simple process. First, you'll select the Reinstate button on the
Cert Action screen.

A pop-up will display asking if you want to reinstate the certification. Next, select the Yes button to remove
the termination data, and reinstate the client’s certification.

Click on the Together We Can icons on screen to learn more.
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3.22 CERTIFICATION ACTION - SUBSEQUENT CERTIFICATIONS AND UPDATES
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The previous information will be moved to History,
and the updated information will display in the
Certification grnid.

Notes:

During subsequent certifications, you'll need to enter new category information for the client. This can be
done to a record that is no longer active or one that is within 30 days of the Cert End Date.

Before you enter category information, you'll need to verify and update previously entered information. This
includes all instances of Proof of ID, contact information, including Proof of Address, Voter Registration,
immunization status if your client is under two, and Income Eligibility information.

Select the New Cert button on the Cert Action screen once you have entered the required information on the
other screens in the Certification Flow Menu.

Once you press the New Cert button, enter the information just as you would for a brand new client. Select
the client’s category, and enter the date or dates required.

After saving the new category information, the previous information will be moved to History, and the
updated information will display in the Certification grid.
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3.23 SELF-CHECK - CERTIFICATION ACTION
... TTITEEEEEEE—

Inatructions: Select all the anawers that apply, and then chick "SUBMIT fo check youwr answers

The WIC Program serves certain categories of women, infants, and children.
Which groups are eligible to receive benefits from WIC? (Select all that apply.)

Breastieeding and Posiparium
WOmen

Infants
Children up to age 5
Pregnant wamen

B children aged 6-8
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3.24 SUMMARY

Income Eligibility

Certification Action

We'll take a look at

h Dq}hu clr._‘t (Eti%ifa'l

review growth grids.

SRinkiuts

Notes:

You've completed Module 3 of the HANDS New Hire course.

In this module, you learned how to document income and categorical eligibility.

We found out about using the Income Eligibility screen to enter and update both adjunct and income
provider information. You know about the Monthly Breakdown grid, documenting other important
information, and how to collect signatures.

You learned about the Certification Action screen and how to document a client’s category information. You
also learned how to extend, terminate, and reinstate a client’s certification period.

You also understand the importance of knowing your Agency'’s policies and procedures regarding eligibility
verification and documentation.

In the next module, we’ll cover the Medical Screen. We'll look at how to collect medical information and
review growth grids.
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3.25 COMPLETION

Check the "Continue’ button to get credit for completing
the first part of the HANDS New Hire training.

Notes:

Click the 'Continue' button to get credit for completing the first part of the HAND’s New Hire training.
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3.26 CONGRATULATIONS

Congratulations!

You've completed Part 1 of the HANDS New Hire Training!
To get credit for the HANDS New Hire Training Part 1, you will need to
pass the HANDS Mew Hire Part 1 Post-Test. Click the 2 (upper right) to
close this course and go back to the LMS where you can [aunch the
Post-Test.

Course Credits

The coursa was developed by the Arizona WIC Program with
funding from the United States Department of Agriculiure (USDA)

For more information, visit waww AZWIC gov.

. 'ﬂ# Cawic USDA

Course buill by, Cime Leaming Productions.

Notes:
You've completed Part 1 of the HANDS New Hire Training!
To get credit for the HANDS New Hire Training Part 1, you will need to pass the HANDS New Hire Part 1

Post-Test. Click the ‘X’ (upper right) to close this course and go back to the LMS where you can launch the
Post-Test.
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