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There are several useful reports in the KWIC system that can help
Local Agency staff understand and organize their daily, weekly, and
monthly happenings in the WIC program. This manual will provide
guidance on reports to run in KWIC every month to make sure that
your WIC program is operating as smoothly and efficiently as
possible. Larger agencies may need to run some of the following
reports more frequently than once a month. The following list of
reports is not intended to be all-inclusive but should provide a good
foundation for month end procedures.
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Clinic Admin procedures to complete in Client Services

1. No Show Management

Description

The No Show Management window is used to document that a client did not show up for a
scheduled appointment and to print No Show letters. This procedure should be run at
least weekly or after every clinic day.

Tab List
There are two tabs in the No Show Management window:
e Appointments

e DPrint Letters
Outcomes

e Marking the Change to No Show? field will update the outcome of the selected
appointment to No Show.

e When a No Show letter is printed, a No Show Letter contact is documented for
every client in the group included on the letter.

1.1 No Show Management — Mark Appointment Outcomes Tab

Description

The Mark Appointment Outcomes tab is used to document a No Show outcome for any
appointments without an outcome.

Data Display Description

This tab consists of two sections: search criteria and list box. The first section contains
search fields for Clinic and No Show Date. The second section contains a list box that
returns all appointments scheduled on the Appointment Book tab that fit the selected search
criteria.
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P ctient Services 14.10.14 Seward County WIC Clinic

File Edit Services Client CheckIssuance Clinic Admin  Uilities Reports  Window Help
| S [ m]
No Show Management
Appointments |F'rint Letters |
CIlnchSeward County WIC Clinic LI ’ﬁl Reprint |
No Show DateIDE.-'ZQ.-QDH |
Reset | Update Appointments |
Enter the Site and Date, then press Find to display all appointments with no outcome.
Client Appointments With Mo Outcome = Print
Seward County WIC Clinic Page 1 of2
0B/29/2011 05/29,2011 10:37 am
Change to
Primary Caregiver Client Appt. Time Type Role No Show?
01:45 pm cP =
01:45 pm cP ~
01:45 pm fol=] ~
04:30 pm ME+ =
08:30 am cP =
08:30 am cp = b
08:30 am cP =
04:45 pm NE+ ~
04:45 prm NE+ ~
10:30 am NC I
11:45 am RC =
11:45 am RC =
01:15 pm RC ~
02:00 prm RC ~
02:00 pm RC =
03:15 om RC i3l =il

*Note the caregiver and client information has been erased from all report
images for privacy reasons

Display Rules & Exceptions

e The “Change to No Show?” checkbox is used to indicate which records should be
processed.

e All fields in the appointment list are read-only except the Change to No Show? field.
e The Change to No Show? field is checked by default.

e The Reprint button reprints the No Show Letters for the selected date that have
been previously printed.

e The Update Appointments button saves the information to the database and updates
the appointment outcomes; a confirmation message, “Checked appointments
changed to no-show!” displays.

e The Print button prints the list of No-Show candidates.
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1.2 No Show Management — Print No Show Letters Tab

Description

The Print No Show Letters tab is used to generate No Show Letters for clients who missed
their scheduled appointments.

Data Display Description

This tab has two sections: instructions and appointments list. The first section contains
instructions on how to use the tab, a print button and selection buttons. The second section
contains a list of groups with appointment outcomes of No Show.

Report Functionality — Why should I run No Show Management?

All clinics should complete No Show Management at the end of every week with WIC
appointments or at the end of every clinic day. This will let you stay ahead of the clients
that missed their appointments and will let you send them a letter or a reminder call to
reschedule an appointment. Lowering your No Show rates will raise your participation rates
which could impact your funding level.

[ Client Services 14.10.14 Seward County WIC Clinic ]

File Edit Services Client CheckIssuance Clinic Admin  Ukiities Reports  ‘Window Help
l| :.4‘\ | jii
Mo Show Management

Print Letters |

1. Click the Print Letter box to cancel letter printing for the group.

2. Press the Print Ho Show Letters button. Print No Show Letters |

Select All Clear All |

Groups With No Show Appointments

Seward County WIC Clinic Page 1 of 1
0B/29/2011 0B#29,/2011 10:40 am

Role Description Time Primary Caregiver Print Letter?
01:45 pm
04:30 pm
08:30 am
04:45 pm
10:30 am
11:45 am
01:15 pm
02:00 pm
0315 pm
03:45 pm
04:15 pm
03:30 pm
02:00 pm

B

HEHHHEEHEREH
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Display Rules & Exceptions

The “Print Letter?” checkbox is used to indicate which records should be processed.

Appointments with an outcome of No Show on the selected day are displayed. The
outcomes may have been set manually in the Appointment Book or on the
Appointments tab.

All fields in the list are read-only except the Print Letter field.

The Print Letter checkbox is automatically checked when the list is retrieved, but
may be deselected.

No Show letters are printed by group. The Caregiver will receive one letter for all
group members with no show appointments on this day. Therefore, there is only one
row for each group, sorted by Primary Caregiver.

When the Print No Show Letters button is clicked, a confirmation message appears
with the option to proceed (OK) or cancel.

A no show letter is generated for all client groups with Print Letter selected. The no
show letter will be printed in Spanish if Print Letters in Spanish is checked on the
Demographics Tab.
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Reports to run in Local Vendor Management

Reports Menu

ﬁ Local Agency Vendor 12.2.4
File dik Screens | indow Help

Food Quantity Report

Wendor Activity History Repark

“endor Labels
Yendor Listing and Yolume Report
Wendor Monitar Report

Authorized WIC Yendor Report

Wendor Training Repork

wWendor Atkendance Sheet
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1. Vendor Complaints Pending Report

Report Description

The Vendor Complaints Pending Report window is used to generate and print the Vendor
Complaints Pending Report. This report lists all complaints against Vendors with no follow-
up received before the date selected, sorted by Vendor and complaint date. The report may
be run for a specific Vendor or all Vendors. Leaving the Vendor box blank returns all
Vendors with complaints pending. This report runs for a selected date.

Selection Criteria

* The Report Complaints Pending On date defaults to today’s date.
¢ If no Vendor is selected the report runs for all Vendors.

e If a specific Vendor is selected the text “Listing Complaints Pending on (report date) for
Vendor = (selected Vendor)” appears in title.

Mandatory Selection Fields
Report Complaints Pending On (date)

[ Local Agency Vendor 12.2.4 M=

File Edt Screens Reports  Window  Help

i\’endor Complaints Pending Report !E .
Report Complaints Pending on| 06292011 =] Generate I Clear |
Vendor| =] Save to Excel

Kansas WIC Program
Vendor Complaints Pending Report
Listing Complaints Pending on 06/29/2077

Complaint

Date Vendor Name / Addresses / Phone Submitted By / Site Note Complaint Nature(s)
092772006  Diffon Store & 20 Client f Caregiver Cashier would not allow product
(S) 7707 E Central Stanley WIC Clinic-Sedgwick Co
Wiichita, KS 67206-2100 (316) BE0-7444
(L]

316 /B51-2700

02/20/2008 Diffon Store # 33 Client f Caregiver ¥ Cashier would not allow product
(5) 4747 5 Broadway St Rena County 'WIC Clinic Would not allow Juicy Juice shelf concentrar
Wichita, K3 B7216-1733 (520) B94-2900 the food list she said it wasn't good because

() and the new one began Jan 2008.. She wisk
food list

316 /5299030 =
<] | 3

|Ready A |
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This Report Contains

* Pending Complaints Against Vendors

* Complaint Date

* Vendor Name, Street and Mailing Addresses, and Phone Number
* Complaint Submitted By/Site

* Note indicator

* Complaint Nature(s)

Display Fields

¢ Listing Complaints Pending on (report date) for Vendor = (selected Vendor)” — Title
appears when specific vendor is selected.

* Complaint Date — The date of the complaint as user entered in the Vendor Complaint
Recording window.

* Vendor Name/Addresses/Phone — The name, street (S) address, mailing (M) address,
and phone number of the selected vendor.

* Submitted By/Site — Identifies who submitted the complaint: Client/Caregiver, Clinic
Staff, Vendor, or Other (data field provided to input specific information, i.e. name
of person).

* Note Indicator — An “X” will appear in this column if there is a note associated with a
specific Complaint Nature(s).

* Complaint Nature(s) — The specific complaint(s) made against the vendor.

Report Functionality — Why should I run the Vendor Complaints Pending report?

This report will show you if you have any complaints in the KWIC system related to a
vendor that have not been resolved. You can then go into complaints management and

select a resolution for the complaint.
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Report Image

Kansas WIC Program
Vendor Complaints Pending Report
Listing Complaints Pending on 06/29/2077
Complaint
Date Vendor Name / Addresses / Phone Submi i By / Site Note Ci laint Nature(s)
09/27/2006  Diffon Store & 20 Client £ Caregiver Cashier would not allow product
(S) 7707 E Central Stanley WIC Clinic-Sedgwick Co
Wichita, KS B7206-2100 (316) BE0-7444
M)
316 £ B51-2700
02/20/2008 Diffon Store # 33 Client / Caregiver Cashier would not allow product
(S) 4747 5 Broadway St Reno County WIC Clinic wWould not allow Juicy Juice shelf concentrate. When given
Wichita, KS B7216-1733 (B203 634-2900 the food list she said it wasn't good because this Oct 2007
(M) and the new one began Jan 2008.. She wished she had a
food list.
316 / 529-3030
047172008 Diffon Store # 65 Client f Caregiver Cashier will not allow authorized faad iterm
{S) 3211 5 Seneca St Colvin WIC Clinic-Sedgwick Co
Wichita, KS B7217-3348 (316) BE0-7444
(M)
16 £ 522-4404
10022002 Wal-Mart Supercenter # 1227 Client f Caregiver Cashier will not allow authorized food item
iS) 6110 ¥ Kellogy Rain WIC Clinic-Sedgwick Co
Wichita, KS 67209-0000 (316) BE0-7444
(M)
36 £ 945-2800
03/05/2010 Wal-Mart Supercenter # 12271 Client £ Caregiver
(5) 6110 W Kellogy Main WIC Clinic-Sedgwick Co
Wyichita, KS 67209-0000 (316) BE0-7444
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Reports to run in Client Services

Reports Menu

i": ient Services 14.10.14 Mal

File Edt Services Client CheckIssuance Clinic Admin  Utiities | Reports ‘Window  Help

|

Find Clien
Caregiver Last Name | I_
Client Last Name | I_
Client ID Local IDI
Category - DOB | 00/00,/0000 ]
Clinic| =l
Caregiver Client
Ready

Appointment Summary Report
Authorized Food List Repork

Breastpump Issuance by Client Report
Ereastpurnp Multi-User Electric Inventory Report
Careqiver Complaints Pending Report
Certifications Completion Timeframe Repart
Certifications Ending Repart

Check Recanciliation Repart

Clinic Actions Report

Clinic Directory Report - Abbreviated

Clinic Directory Report - Detailed

Clienk Summary Repork

Client Referral Form

Clienk Activity Detail Report

Client Mailing Labels

Enralled Mat Participating Manth End Repart
High Risk Cliant Lisk

High Risk Summary Report

Ineligible WIC Clients Report

Interpreter Report

Mo Show and Mo Rescheduled Appaointment

Mo Show Rates Report

Mutrition Education Contacts Report

Mutrition Education Provided Summary Report
Mutrition Risk Factars Report

Potential Dual Participants

Processing Standards Detail Report

Processing Standards Summary Repart
Referrals To and From Report

Survey Results Repork

Termination Reasans Repart

Staff Complaints Pending Report

1 WIC Waitlist Projected Enrallment Impact Repart
2 WIC Waitlist Actual Enrollment Impact Report
3 waitlisted WIC Applicant Report

4 WIC Client List For Referral to CSFP

S WIC Survey

=
: Clear |
roups E—

er Retrieve

ility

s Clinic

& Participation Reports
7 Guided Ad Hoc Reports

8 Legacy BF Duration-Incidence Reports
9 BF Adhoc Report
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1. Clinic Actions Report

Report Description

The Clinic Actions Report provides information about the services being provided for a
selected timeframe. All client contact types (Clinic Actions) are listed, with the number and
percent of clients in each client category who received each contact, and the total clients for
each contact type. This report runs for a clinic, agency, or custom cluster for a selected range
of months. Users determine whether the report summarizes the data for the selected months
or averages the data for the selected months.

Selection Criteria

This report is generated by selecting a Clinic or Agency and From/To Dates. Users also
select whether the data is summarized or averaged.

Selecting “Summarize Month” will sum up all of the totals for each category listed for the
date range selected.

Selecting “Average Month” will give you the average number for each category listed for the
date range selected.

Mandatory Selection Fields

e Select Clinic

e From Date

rlClient Services 14.10.14 Main WIC Clinic-Sedgwick Co

File Edit Services Chert CheckIssuance Clinic Admin  Utilities  Reports  Window  Help

mmim‘u Actions Report
= Clinic Salact Clinle From Date - I
C Agency | =] Tebate| =1
T Custom "5 T Primt |

Kansas WIC Program
Clinic Actions Report

Total Total Child Child
CLINIC ACTIONS Prog e Brf ped £3 PostP L3 Vomen W Infams W Pri 3 W PrE

Freg + Dif eed + PostF = 1otal Women
Chikiren Pri 3+ Children Pri S + Other Childrens= Total Children
Total Viomen = Total infarts + Tolsl Children = Total Partic

Frinted OWOTIOTT T 25 pw

al | i |

Ready
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This Report Contains

e Count and percent of clients by category for:

e All Clinic Actions provided during the report period (client contact types)

e Total and percent of participating clients for each clinic action

Report Functionality — why should I run this report monthly?

This report will detail key contacts you had with clients during the report month. It will
allow you to monitor your actions to see if you are missing certain components of a WIC
certification. It will also allow you to see how many certifications and mid certifications
you had during the report month.

Report Image

Kansas WIC Program

Clinic Actions Report
Sedgwick County WWIC Agency
For May 2011

i i Total Total
Total % Total Chilel % Chile! % %

CLINICACTIONS | Preg % |Brfeed | % | PostP | % | e e | s Chideen Pt %
ety for e 174 241 2] a0 50| BS| 246 340 112 155 122 169 96| 133| 385 s0&| 723 089
lassign Food Package 811 104 401 52| 631 81| 10843 237 2047 263 1930 248| 1695 218| 3901 | 501| 7791 96
[Bssion Risk Factor B57 140| 260 67| 423 69| 1248 X6 523 176 | 1476 | 293| 1074 229| 2616 5560| 4F07 | 60
Freact Pump lssuance 0 oo 15 905 2 845 21 1000 0 oo 0] oo 0] oo 0] oo 21 00
hange Birlh Date 2 154 10 77 177 4] 308 5 462 3] 231 0] 0o 3] 231 13| 0.0
hange Due Dete: 90 1000 0 oo 0 oo 90 1000 0 oo 0] oo 0] oo 0] oo 90| 01
hange Location 124 486 13 &1 35| 148| 175 GB6 29 114 18 71 17 67 51| 200| 255 03
hange Pregnancy End Dete 0 00 21000 0 00 21000 0 00 0] 0o 0] 0o 0] oo 2] oo
hange WiIC Cateaory PRAEF PP 0 oo 5| B3 100 917 | 109 1000 0 oo 0] oo 0] oo 0] ono| 109 041
heck Fickup 755 111 340 50| &75| 84| 1670 245| 165681 243 | 1705 250 1566 229| 3499 | 51.2| 6530 &4
lase Atterded 2 500 2500 0 00 41000 0 00 0] 0o 0] 0o 0] oo 4] 0o
et Survey 0 oo 0 oo 0 oo 0] oo 0 oo 0] oo 0] oo 11000 1 0D
omplete Mid-Certification 0 00 27| 92 0 00 27| 9.2 268 909 0] 00 0] 00 0] oo| =295 04
omplete YIC Certification 330 129 147 56 179 69| 664 254 349 13.4 770 295 728 279 1599 B1.2| 2812 32
orrect Arthropometric Messtre 0 oo 0 oo 0 oo 0] oo 5 1000 0] oo 0] oo 0] oo 6| 0O
reate Nevr Cliert Group 140 1 40 5200 7| 280 5 200 2] 80 8| 320 13 520 25 0D
etermined Risk Ineligible 0 00 o oo 3100.0 31000 0 00 0] 0o 0] oo 0] oo 3] oo
ual Farticipation Mockficatio 0 oo 0 oo 11000 11000 0 oo 0] oo 0] oo 0] oo 1 0D
ual Farticipation Test 383 123 183 B 199 B.4| 771 247 582 21.8 776 245| 7B0 243 | 1673 53.5| 3126 39
Rttt Interview 682 132 383 70| 955| 69| 1400 270 1,332 257 | 1,139 220( 1096 21.2| 2445 | 47.2| 5177 | 6.4
[ Micther of WG Infant 0 oo 0 oo 0 oo 0] oo 07| 629 35 206 4] 82 B3 | ar 1 70 02
mmunization Status 0 00 o] oo 0 00 0] 00| 1150 313 1,200 327 1158 316 2519 687 | 3869 45
[2sue vOC Cara 5 92 4] B2 9 139 19 292 23| 3.4 11169 B[ 123 23| 35.4 65| 041
ke Reterrals 943 179| 308 58| 483 92| 1732 328 A2 B1| 1497 | 284| 1438 273 | 3,117 591| 5276 B5
utrition Eduication 1138 11.9| 637 66| 690 7.2| 2465 257 | 1923 200 2485 258 | 27397 250| 5209 | 54.3| 9597 | 118
Ltrition Education - RO 65 201 3] o9 o] 31 78| 242 59 18.3 173 | 536 1 03| 186|576 323 04
resume Eligible 11 1000 o oo 0 oo 11 1000 0 oo 0] oo 0] oo 0] oo 11 00
Preqg + BrFeed + PostP = Total Women
Children Pri 3 + Children Pri 5 + Cther Children= Total Children
Total Women + Total Infants + Total Children = Total Partic
Printed 06272077 08: 54 am Page Gof T0
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2. No Show and No Rescheduled Appointment Report

Report Description

The No Show and No Rescheduled Appointment Report lists all clients that missed an
appointment on a selected day or date range that has not been rescheduled by the date the
report was run. For all appointments missed during the selected period, the caregiver name,
address and phone number, the client name(s), category, missed appointment date and time,
appointment type and clinic are listed. The report is sorted alphabetically by caregiver last
name.

Selection Criteria

This report is generated by entering From and To dates and selecting a Clinic.
Mandatory Selection Fields

e From Date

] Ctient Services 14.10.14 Main WIC Clinic-Sedgwick Co

File Edit Services cClient CheckIssuance Clinic Admin  Ukilities Reports  Window  Help

] S|

gF': Mo Show and Mo Rescheduled Appointment Report

Kansas WIC Program
No Show and No Rescheduled Appointment Report
Missed Appointments between 06-01-2011 and 06-27-2011
Main WIC Clinic-Sedgwick Co

Missed
Caregiver Client Category Appointment Type Clinic
WG © 0B/20/2011 04:15 pm NE+ Mlain WIC Clinic-Sedgwick Co

WIC PP 06/22/2011 10:30 am FAU Main WIC Clinic-Sedgwick Co
WIC | 06/22/2011 10:30 am RD

WIC © 06082011 02:00 pm FAJ Main WIC Clinic-Sedgwick Co
WIC PG 0B/AB2011 02:00 pm RC

WG BF - 0B/27/2011 10:15 am CP Main WIC Clinic-Sedgwick Co
WG © 0B6/27/2011 10:15 am RC
WG | 0B/27/2011 10:15 am CP

WIC PG 06/24/2011 09:45 am RC  Main WIC Clinic-Sedgwick Co
WIC C 0B/2472011 09:45 am cP

WIC | 0B/21/2011 09:00 am NE+ Main WIC Clinic-Sedgwick Co
WIC © 06/21/2011 09:00 am NC
WIC © 06/21/2011 09:00 am NC

WIC © 0B/27/2011 09:45 am MNE+ Main WIC Clinic-Sedgwick Co
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This Report Contains

e Caregiver Name, Address, and Phone Number
e (lient Names

e C(Client Category

e Time of missed appointments

e Type of appointments

e C(linic where appointments were scheduled

Report Functionality — Why should I run this report monthly?

The report will provide you with information on the clients that have missed their
appointments and do not have a rescheduled appointment. The list can be used to contact
clients to get them a new appointment. This will help lower your no show rates that will in
turn raise your participation, which could in turn help raise your funding level. This report
may need to be run weekly for larger agencies.

Report Image
Kansas WIC Program
No Show and No Rescheduled Appointment Report
AAi. i Appoil s b 06-01-2011 and 06-27-2011
Main WIC Clinic-Sedgwick Co
Missed
Caregiver Client A, i Type Clinic

Category P
WIC C 0 DB/20/2011 04:15 pm NE+ Main WIC Clinic-Sedgwick Co

WG PP 06/22/2011 10:30 am F/J Main WIC Clinic-Sedgwick Co
WG| 06/22/2011 10:30 am RD

WG C 06/058/2011 02:00 prm F/J Main WIC Clinic-Sedgwick Co

WWIC PG 06082011 02:00 prm RC
WG BF  06/27/2011 10:15 am CP  Main WIC Clinic-Sedgwick Co
WG C 062742011 10:15 am RC
WAC | 06272011 10:15 am CP
WIC PG 06242011 09:45 am RC  Main WIC Clinic-Sedgwick Ca
WwWIC C 06/24/2011 09:45 am cP
WG | 0642142011 09:00 am MNE+ Mlain WIC Clinic-Sedgwick Ca
WIC C 064212011 09:00 am MC
WAC C 06/21/2011 09:00 am MC

WwWIC C 06272011 09:45 am MNE+ Main WIC Clinic-Sedgwick Ca

WG| 06/24/2011 09:45 am ME+ Main WIC Clinic-Sedgwick Cao
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3. Potential Dual Participants Report

Report Description

The Potential Dual Participants Report displays a list of clients and matches with a Dual
Participation Status of “unknown”.

Selection Criteria

None

Mandatory Selection Fields

None

File Edit Services Client CheckIssuance Clinic Admin  Lkilities  Reports  Window Help
I =
Froml 040172011 jto| 0B/2772011 =] Generate I Clear |
Print |

Kansas WIC Program
Potentiai Dual Participation Report

Caseload Sedgwick County WIC Program

Matched
Test Date ClientID  Client Name Date of Birth Client 1D Client Name Date of Birth

Served at: Stanley WIC Clinic-Sedgwick Co
Street Address Mailing Address

Mote: already been resolved

Report Date: 06272097 T0: 04 aue Page fof T

This Report Contains

e TFor clients with a dual participation status of “Unknown”:
e Test Date
e C(ClientID
e Client Name
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e Gender
e Date of Birth
e (Caregiver
e C(linic
Display Fields
e Test Date — date the unknown status was identified in Dual Participation Test
e C(Client ID — client’s ID number
e C(Client Name — name of client
e Gender — client’s gender (male, female)
e Date of Birth —client’s birth date
e Matched Client ID — ID number of the matching client
e C(Client Name — name of the matching client
e Date of Birth — birth date of matching client
e Caregiver Name — primary caregiver’s name for each client
e Served at — WIC Clinic name and address for each client
e Match by — Staff person who performed the Dual Participation Test
e at— WIC Clinic where the Dual Participation Test was run

e Note — Notes made for the Dual Participation Test resolution

Report Functionality — Why should I run this report monthly?

This report will show you if you have any unresolved potential dual participants on your
program. Ideally, this report would always be blank, because staff has resolved any issues as
they occur. If there is a client on the report then you will need to resolve the situation
immediately. Clients are not allowed to be on the WIC program in more than one location
at a time. If a name does appear on the report it will need to be determined if the individual
is actually a dual participant.
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Report Image

Kansas WIC Program
Potential Dual Participation Report

Caseload Sedgwick County WIC Program

Matched
Test Date ClientID  Client Hame Date of Birth Client ID Client Name Date of Birth

Served at: Stanley WIC Clinic-Sedgwick Co
Street Address Mailing Address

Mote: already been resaolved.
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4. Processing Standards Detail Report

Report Description

The Processing Standards Detail Report displays a list of appointments that are outside of
the federal Processing Standards, the client(s) the appointment is for, and the reason the
appointment was scheduled outside of processing standards.

Selection Criteria
Clinic
Time frame (dates From and To)

Reason Outside Processing Standards

Mandatory Selection Fields
Clinic
From (date)

[ Client Services 14.10.14 Main WIC Clinic-Sedgwick Co

File Edit Services Client CheckIssuance Clinic Admin  Utilities Reports  Wwindow Help

|

Processing Standards Detail Report
Clinic|Main WIC Clinic-Sedgwick Co | Generate | Clear |

me| 06/01/2011 jTul 062772011 =]

Print
R Outside Processing Stand dslAppointmem within processing standards not available j 4'

4

ye

Kansas WIC Prograni
Processing Standards Detall Report
Main WIC Clinic-Sedgwick Co
From 06/01/2011 To 06/27/2011 Appointment within processing standards not available
Appointment R Scheduled Outsid
Date/Time Client Name ClientID  of Processing Standards
06/07/2011 08:00arm Appointrment within processing standards not available
Printed QB2 72011 10010 am Page {1
«| [ B
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This Report Contains

A list of clients scheduled appointments during the report period that are outside of
processing standards, and the reason the appointment was scheduled outside of
processing standards.

Display Fields
e Appointment Date and Time
e (Caregiver
e C(Client Name(s)
e C(lient ID

e Reason Scheduled Outside of Processing Standards

Report Functionality — Why should I run this report monthly?

(]
This report allows you to select a timeframe and generate a list of clients that had an
appointment outside of processing standards and the reason why. Running this report on a
monthly or even weekly basis will show you whether or not your WIC clinic is within
processing standards. Then you can determine if more staff is needed or just more staff time
to get within processing standards.

Report Image

Kansas WIC Program
Pracessing Standards Detail Repart
Main WIC Clinic-Sedgwick Co
From 06/01/2011 To 06/27/2011 Appointment within processing standards not available

Appointment R Sct i Qutsi
Date/Time Client Name Client ID of Processing Standards
06072011 08:00am Appaointment within processing standards not availahle
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5. Certification Ending Report

Report Description

The Certifications Ending Report contains a list of all clients whose certifications end this
month, and do not have a future appointment scheduled. This report allows clinic staff to
ensure that clients are not falling through the cracks by reporting on the previous month and
to plan for the upcoming month. This report runs for a clinic, for the previous month and
the current month, grouped by month.

The report also includes clients who may not be eligible for recertification like PP women
and Children who turn five during the report month, so you might have to sort through the
report to see which clients are eligible for recertification

Selection Criteria

This report is generated by selecting a Month and a Year. The report defaults to the current
month and year.

Mandatory Selection Fields

e Month

o Year

| Client Services 14.10.14 Main WIC Clinic-Sedgwick Co

File Edit Services Client CheckIssuance Clinic Admin  Utiities Reports  Window  Help

| S
Certifications Ending Report

Month |.June j Year|2D11 ﬁll . Generate | Clear |
Clinic |Main WIC Clinic-Sedgwick Co ~| Print |
Kansas WIC Program i’
Certifications Ending Report
Certifications Ending in June, 20771
Main WIC Clinic-Sedgwick Co
Most Recent
Completed
Caregiver Client Category Appointment Telephone
c 0B/27/2011
| 01037201
c 037147201
| 12/16/2010
PG 101472010
| 02/18/201
c 037217201
PP 03/28/201
| 037247201
Report Date: 06/27/200F T0:26 am -
. | 5
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This Report Contains

e For certifications that end during the report period:
e (Caregiver
e C(lient
e (Category
e Most Recent Completed Appointment
e Phone Number

e Notes
Display Fields
e Caregiver — Caregiver Name
e C(lient — Client Name
e Category — Client Category

e Most Recent Completed Appointment — The most recent appointment
completed

e Phone Number — The client’s phone number

e Notes - The printed report has an area for handwritten notes.

Report Functionality — Why should I run this report monthly?

This report will list the clients whose certification is ending in the month of the report. It
will show you when the client’s last completed appointment was. You can then determine if
the client has been recertified during the month of the report or if the client needs to be
recertified so there is not a break in service.
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Report Image

Caregiver Client

Kansas WIC Program

Certifications Ending Report
Cerntifications Ending in June, 2071
Main WIC Clinic-Sedgwick Co

Category
C

|
C
|

PG
|

C
PP

|
|
C
|
PG
|
C
C
PP
PP
PP

C
|

Most Recent
Completed

0B/27/2011
010372011
031472011
12/16/2010
1041442010
02182011
03/21/2011
037282011
03/24/2011
07012010
030972011
0441272011
110172010
12/30/2010
05062011
05/06/2011
0373072011
0662011
12/08/2010
1211442010
0B/14/2010

Notes

End of Month Procedures

Updated August 2011
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6. Participation Reports

The following Participation Reports located in the reports menu of Client Services:
e (Caseload Management
e Legacy Caseload Management Report
e Participation Forecast Summary
e Federal Ethnic/Race List Report
e DParticipation by Age Report

e DParticipation by Priority Report

[E Ctient Services 14.10.14 Main WIC Clinic-Sedgwick
File Edt Services Client CheckIssuance Clinic Admin  Utiities | Reports Window Help

]I Appaintrnent Surmrmary Repark
Authorized Food List Report
EBreastpump Issuance by Client Repart
Breastpump Mulki-User Electric Inventory Report
Caregiver Complainks Pending Repart
Certifications Completion Timeframe Report
Cettifications Ending Report
Check Reconciliation Report
Clinic Actions Repart
Clinic Directory Report - Abbreviated
Clinic Directory Report - Detailed
Client Summary Repart
Client Referral Form
Client Activity Detail Report
Client Mailing Labels
Enralled Mot Participating Manth End Report
High Risk, Client List
High Risk Summary Repark
Ineligible WIC Clients Report:
Interpreter Report
Mo Show and Mo Rescheduled Appointment
Mo Show Rates Repart:
Mutrition Education Contacts Report
Mutrition Education Provided Summary Report
Mutrition Risk Fackors Repart
Potential Dual Participants
Processing Standards Detail Report
Processing Standards Summary Report
Referrals Ta and Fram Report
Survey Results Report
Terrmination Reasons Report
Staff Camplaints Pending Report
1 WIC Waitlist Projected Enrollment Impack Report:
2 WIC Waitlist Actual Enrallment Impact Report
3 Waitlisted WIC Applicant Repart
4 WIC Client List for Referral to CSFP
5 WIC Survey

Caseload Management Repart
7 Guided Ad Hoc Reports Legacy Caseload Management Report
& Legacy BF Duration-Incidence Reports Patticipation Farecast Surmmary Report
9 BF Adhac Report Federal Ethnic/Race List Report
Participation by Age Repart
Participation by Priotity Report
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6.1 Participation Reports — Caseload Management

Report Description

Local Agencies are contracted to serve an authorized participating caseload. The Caseload
Management Report helps Local Agency staff stay apprised of actual caseload, and evaluate
possible caseload allocation changes.

The Caseload Management Report displays the number of clients by category who were
enrolled, received checks, were breastfeeding infants without a food package, or were
participating, and calculates the number and percent of clients enrolled but not participating.

Selection Criteria
This report is generated by selecting Clinic as well as a summarized Start Date/Run Date.
Mandatory Selection Fields

e Select Clinic.

e Select Start Date/Run Date

B Client Services 14.10.14 Main WIC Clinic-Sedgwick Co

File Edit Services Client ChecklIssuance Clinic Admin  Utiities Reports  \window  Help

” =y ‘

; Clinic Select Agency Select Start Date/Run Date
(.. 25;’;‘3 | Sedgwick County WIC Agency _=||May 2011 as summarized on Jun 04, 2011 ~| ot |

Kansas WIC Program
Caseload Management Report

For May 2011 as summarized on 06/04/20771
Sedgwick County WIC Agency

Participating
Received Checks Ho Checks Formula - Other Pgm| Total Participating Hot Pan
Number [% of Total | Number |% of Total| Number |% of Total | Number |% of Total | Number
WOMEN
Pregnant 1,751 11.7% 1] 0% 0 0% 1.781 11.8% 23
Fully Breastfeeding 347 2.3% o 0% u] 0% 347 23% 162
Parially Breastfeed 265 1.8% 34 12.9% 0 0% 300 20% 0
Postpartum 1,094 7.3% 1] 0% 0 0% 1,094 7% 247
Total Women 3457 23.0% 35 12.0% 0 0% 3402 22 6% Ggn
INFANTS
Fully Breastfed 122 9% 237 87 1% 0 0% 358 2.4% 39
Partially Breastfed 391 26% 1] 0% 0 0% 3N 26% 73
Fully Farmula Fed 3,144 20.9% 1] 0% 0 0% 3,144 20.6% a1
Total infants 3867 24.4% 237 B87.1% 0 L% 3804 26.5% 653
CHILDREM 78903 52.6% 1] 0% 0 0% 7803 a81.7% 1722
TOTAL 15,017 100.0% 272 100.0% 0 0% 15,289 100.0% 3.015

Enrolled Not Participating: 16.5%

>
4 »
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This Report Contains

Rows displayed on the report include:

All Client Categories

Women

e Pregnant

e TFully Breastfeeding

e Dartially Breastfeeding
e Postpartum

Infants

e [Fully Breastfed

e DPartially Breastfed

e [Fully Formula Fed
Children

Total rows for each Women and Infants

Total Women — calculated by adding columns Pregnant, Fully Breastfeeding,
Partially Breastfeeding, and Postpartum.

Total Infants — calculated by adding columns Fully Breastfed, Partially Breastfed,
and Fully Formula fed.

Total row for all client categories of Women, Infants and Children

Total — calculated by adding Total Women, Total Infant, and Children rows in
every column

Percent (%) for each category — calculated by dividing the category count by the
total participation for that category.

Columns displayed on the report include:

Number of clients that Received Checks by Category

Percentage of Total clients that Received Checks by Category

Number of Breastfeeding women with no checks (Partially BF/ no checks)
Number of Breastfeeding Infants With No Checks (Fully BF Infant/no checks.)

Number of clients Participating, calculated by adding Received Checks and
Breastfeeding Infants and Women With No Checks

Percentage of clients participating by category
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e Number of clients Enrolled but Not Participating (Not Participating), calculated

by subtracting the number of clients Participating from the number of clients
Enrolled.

e % Enrolled not Participating

e Total number of clients enrolled by category

e Percentage of clients enrolled by category

Report Functionality — Why should I run this report monthly?

Running this report on a monthly basis will allow you to track your participation on a

monthly basis to see if you are gaining or losing participants. A reduction in participation

will have an effect on your funding and will determine your outreach activities.

Report Image

Kansas WIC Progrant
Caseload Management Report

For May 2011 as summarized on 06:04:2011
Sedgwick County WIC Agency

Participating Enrolled
Received Checks No Checks Formula - Other Pym| Total Participating Not Participating Total Enrolled
Number |% of Total | Number |% of Total| Number |% of Total | Number |% of Total| Number |% of Total | Number |% of Total
WWOMEN
Pregnant 1,751 11.7% i} 0% ] 0% 1,751 11.5% 231 T7% 1,882 10.8%
Fully Breastfeeding 347 23% 0 0% 0 0% 347 23% 162 5.4% 509 2.8%
Partially Breastfeed 265 1.8% 35 12.9% 0 0% 300 20% 0 0% 300 16%
Postpartum 1,094 7.3% 0 0% 0 0% 1,094 72% 247 8.2% 1,341 7.3%
Total Women 3457 25.0% 38 12.0% [ 0% 3,492 28.8% 640 21.2% 4132 22.6%
INFANTS
Fully Breastfed 122 8% 237 87.1% 1] 0% 359 2.4% 38 1.3% 358 22%
Fartially Breastfed 3 2.6% 0 0% 1] 0% 31 26% 73 2.4% 464 2.8%
Fully Formula Fed 3,144 20.9% 0 0% 1] 0% 3,144 206% 541 17.9% 3,685 201%
Total Infants 3657 24.4% 237 87.1% 0 % 3,804 28.5% 653 21.7% 4,547 24.8%

CHILDREN 7903 52.6% i} 0% ] 0% 7003 51.7% 1722 57.1% 9825 52.6%
TOTAL 15,017 100.0% 272 100.0% 0 0% 15,289 100.0% 3.015 100.0% 18,304 100.0%
Enrolled Not Participating: 16.5%

Percentages are calculated vertically for each column heading

Received Checks: Clients that received checks

No Checks: Breastfeeding women and infants that did not receive checks

Formula - Other Pgm: Clients that were marked as receiving formula from another program

Total Participation: Received Checks + No Checks + Farmula - Other Pgm

Not Participating: Clients that are enrolled but did not receive benefits

Total Enrolled: All enrolled clients

[(Report Date: 06/27:201F 11:¥8am
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7. WIC Client List for Referral to CSFP Report

For WIC clinics located within a Commodity Supplemental Food Program (CSFP) service
area periodically generate and mail this WIC Client List for Referral to CSFP report.

Description

The WIC Client List for CSFP Report is used to generate and print a report at the clinic level
to be provided to the CSFP Program. This report contains all clients whose WIC
Certification has ended, but who are categorically eligible to receive services from the CSFP
Program as well as all clients who received a referral to CSFP during the selected month.

Selection Criteria
This report is generated for a selected month and year.
Mandatory Selection Fields

e Report Month

e Report Year

I Ctient Services 14.10.14 Main WIC Clinic-Sedgwick Co
File Edit Services Client CheckIssuance Clinic Admin  Utilities  Reports  Window  Help

[ S[m]
Report Month IAugust vI ReponYearIEDH ﬁ Clear | Generate I
Print |

Kansas WIC Program

WIC Client List for Referral to CSFP
Sedgwick County WIC Program
Report Month: August, 2011

BFI/PP Within 1 Year of Delivery

Client Birth Date Delivery Date  Termination Date
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This Report Contains

There are three sections in this report:

1. The first section contains all breastfeeding or postpartum clients with a
termination date in the selected months that are within 1 year of their
delivery date.

2. 'The second section contains all children turning 5-years old during the
selected month.

3. 'The third section contains a list of clients who received a referral to CSFP
during the selected month.

Data Display Description
BE/PP Within 1 year of Delivery

e (lient Name — name of BF/PP woman
e Delivery Date — Date the infant was born
e Address — address of client
e WIC Participation End Date
Children over 5 Years
e Client Name — name of the child
e DOB — Date of Birth
e Address — address of client
e WIC Participation End Date
Referred to CSFP
e Client Name — name of the child
e DOB — Date of Birth
e Address — address of client
e WIC Participation End Date

Report Functionality — Why should I run this report periodically?

Running this report will allow you to help CSFP with identifying those clients that were
referred to them by WIC. It will allow you to form a business partnership with CSFP
organizations within your area to help prevent dual participation between the two programs.
It will give the CSFP organization an idea of how many new clients they can expect to
receive.

End of Month Procedures Updated August 2011 Page 29



Report Image

Kansas WIC Program

WiC Cijent List for Referral to CSFP
Sedgwick County WIC Program
Report Month: August, 2011

BFIPP Within 1 Year of Delivery

Client Birth Date Delivery Date  Termination Date
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8. Caregiver Complaints Pending Report

Report Description

The Caregiver Complaints Pending report contains a list of all the caregiver complaints that
are pending and have not been resolved. An action taken against the complaint has not been
entered for any complaint that appears on this report. To resolve complaints on this report
you must enter an action taken in Manage Complaint — About a Caregiver. This is managed
under the Clinic Admin menu.

Selection Criteria
This report is generated by selecting the Generate button

Mandatory Selection Fields

None

I Client Services 14.10.14 Main WIC Clinic-Sedgwick Co

File Edit Services cClient ChecklIssuance Clinic Admin Utiities Reports  ‘Window Help

Caregiver Complaints Pending Report

Print |

e

Kansas WIC Program
Caregiver Compiaints Pending Repont
Listing Complaints Pending on 0870272071
Complaint
Date Caregiver Name Submitted By / Site Note Complaint Nature(s)
0517 £2004 Clinic Staff % Werbal Abuse at clinic —
hain WIC Clinic-Sedgwick Co
316 7 BB0-7444
10/22/2009 Clinic Staff “erbal Abuse at clinic
hain WIC Clinic-Sedgwick Co
316 7 BBO-7444
09212010 Substituted unauthorized for
tain WIC Clinic-Sedgwick Co
316 7 BBO-7444
0382010 Clinic Staff “erbal Abuse at clinic

Main WIC Clinic-Sedgwick Co -
" | _'I_I

This Report Contains

e Complaints against caregivers that have not been resolved
e The Date the complaint was entered in to KWIC
e The Caregiver’s Name

e Who it was submitted by
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e Whether there was a note entered

e The Nature of the complaint

Report Functionality — Why should I run this report monthly?

This report will show you if you have any complaints in the KWIC system against a

caregiver that have not had an action taken entered thus leaving them unresolved. If you

have information that appears on this report, you can go into the Clinic Admin menu to

Manage Complaints — About a Caregiver and enter an action taken to close the complaint.

This report only needs to be run periodically.

Report Image

Complaint
Date Caregiver Name

Kansas WIC Program
Caregiver Complaints Pending Report
Listing Complaints Pending on 08/02:2011

Submitted By / Site

Note Complaint Nature(s)

05/17,/2004

10/2242009

09/21,/,2010

08/19/2010

12/23/2010

0441272010

1218,/2007

08/11/2010

Clinic Staff
Wain WIC Clinic-Sedgwick Co
316 /BE0-7444

Clinic Staff
Main WAC Clinic-Sedgwick Co
316 / BE0-7 444

Other:
Main WIC Clinic-Sedgwick Co
B /BE0-7444

Clinic Staff
tain WIC Clinic-Sedgwick Co
316 / 660-7444

Client / Caregiver

Main WIC Clinic-Sedgwick Co
316 /BE0-7444

Clinic Staff

Main WIC Clinic-Sedgwick Co
316 / BE0-7444

Clinic Staff

Main WIC Clinic-Sedgwick Co
36/ BE0-7444

Client / Caregiver
hdain WWAC Clinie-Sadmaicle Ca

¥ “erbal Abuse at clinic

Yerbal Abuse at clinic

Substituted unautharized foods for WIC foods

“erbal Abuse at clinic

* Werbal Abuse at clinic

Failure to return a multi-user electric breastpurmp

X Werbal Abuse at clinic

Substituted unauthorized foods for WIC foods
“Aarhal &hinee at stare
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9. Staff Complaints Pending Report

Report Description

The Staff Complaints Pending report contains a list of all the staff complaints that are
pending and have not been resolved. An action taken against the complaint has not been
entered for any complaint that appears on this report. To resolve complaints on this report
you must enter an action taken in Manage Complaint — About a Staff Person. This is
managed under the Clinic Admin menu.

Selection Criteria
This report is generated by selecting the Generate button

Mandatory Selection Fields

None

I ctient Services 14.10.14 Main WIC Clinic-Sedgwick Co

File Edit Services Client CheckIssuance Clinic Admin  Utiities Reports Window Help
Staff Complaints Pending Report _
Generate

Print

s

Kansas WIC Program
Staff Complaints Panding Report
Listing Complaints Pending on 087022011

Complaint
Date Staff Name Recorded By Note Complaint Nature(s)

=
«| | 3

This Report Contains

e Complaints against staff that have not been resolved
e The Date the complaint was entered in to KWIC
e The Staff Person’s Name
e Who the complaint was recorded by

e Whether there was a note entered
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e The Nature of the complaint

Report Functionality — Why should I run this report monthly?

This report will show you if you have any complaints in the KWIC system against a staff
person that have not had an action taken entered thus leaving them unresolved. If you have
information that appears on this report, you can go into the Clinic Admin menu to Manage
Complaints — About a Staff Person and enter an action taken to close the complaint. This

report only needs to be run periodically.

Report Image
Kansas WIC Program
Staff Complaints Pending Report
Listing Complaints Pending on 08/02/2071
Complaint
Date Staff Name Recorded By Note Complaint Natureis)
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