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1 Course Overview

1.1 Overview

The WIC ExtraNet Training Guide is designed to assist in accessing the WIC
ExtraNet and navigating in the applications provided there. Guidance is included
for the Autodialer appointment download, ISIS News, ISIS, Address Book, WIC
Reports and Create Reports, the ad hoc reporting tool.

This guide has information about the new Glinda universes in the WIC ExtraNet
and has instructions for more advanced query techniques. It replaces the WIC
ExtraNet Orientation Guide and the Level 2 Training Guide.

1.2 Prerequisites for Training
You will receive the maximum benefit of this training if you have:

e Worked in ISIS for a minimum of 3 months, and/or

e Completed ISIS Part 1 and Part 2 training.

Another advantage, though not required, is prior experience with Microsoft Excel.
As you become familiar with the WIC ExtraNet reporting capabilities, you may
choose to download data into Excel for further manipulation and formatting.

1.3 Training Objectives
The objectives of the Training are:

e Learn the various functions available in the ExtraNet, including ISIS News,
Autodialer, Address Book, ISIS and Reporting.

e Learn how the reporting area is organized into universes of data and what
kind of information is in each Universe.

e Learn how to use the features of the reporting tool

e Complete sample queries using the reporting tool.

e Create queries to answer questions you have about your agency’s ISIS data
e Download data into Excel on your local PC

e Create a simple pivot table in Excel from the data you downloaded.

Page 4 of 88



WIC ExtraNet Training

2 Logon ID’s, Passwords and Authorities

2.1 Who Needs ExtraNet Access?

To access the ExtraNet, an individual must have a User ID and password called
the “ExtraNet ID”. This ExtraNet ID is intended for individuals who have
responsibility to perform tasks using one or more of the applications provided.
WIC clinic employees who use just the ISIS application to perform their job will
not generally require access to the WIC ExtraNet.

Local agency employees who need access to the WIC Reporting function also
need a second User ID and password. This ID is called the Reporting ID (also
called TSO or RACF User ID). The Reporting ID is used to access WIC Reports,
the ad hoc reporting tool, and other reporting functions, including the Autodialer.

If you have staff members who need an Extranet ID and Reporting ID, send an
ExtraNet ID request form by email to the ISIS Help Desk.

2.2 Logging On to the ExtraNet

WIC ExtraNet Icon (On your Desk Top) WIC Extranetink

On your PC desk top, double click on the Icon for the WIC ExtraNet home page.
The pop up below will be displayed. After reading the warning, press OK and
continue.

Security Warning Pop Up

Warning E |

Ary persan, who, without authaorization, accesses or attempts to access, or whao
tampers, interferes or damages any computer netwark, computer spstem,
computer pragram of software maintained by the Health and Human Services
Drata Center, iz subject to civil and/or criminal progzecution under all applicable
state and federal laws. For security and customer services purposes, your activity
in thiz extranet may be perodically mornitared.

Page 5 of 88



WIC ExtraNet Training

Log On to Windows |

Micresoft

Copyright & 1988-1999
Microsoft Corporation

Server

Built on NT Technology

77

Lser name: I First initial and last narme|
Password; I
Log an ko IWICPROD ;I
(w4 Cancel Shutdowm.. | Opkions <<

e R

Log On Function:

The screen above will appear next. To log on to the ExtraNet type in your User
name. This is usually the first letter of your first name and your full last name.
For example: Jane Doe would be entered as jdoe. User Names are assigned

by the ISIS help desk.

Type in your ExtraNet password. Passwords must be no more than eight

characters and must include at least one capital letter and at least one number.

Remember they are case sensitive. Click OK.

2.3 Logging into Reporting
Click on Reporting. This takes you to the Log into Reporting screen

=. California WIC Extranet
Back | Forward | Stop | Refresh | Home | Print |

WIC ExtralNet.
Home:
Autedialer Log into Reporting.
IS5IS Hews
f__f;: (RACF) User ID: |
Addresz Book Password: |
o Change Pasamord |
Finic Rollest New Password:[
L o Confirm New Password: |

Back to California WIC Extranet Home Page
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e Enter your Reporting ID. Reporting IDs begin with “hd” followed by the
first letter of your first name and the first 4 letters of your last name, such
as hdjdoe.

e Enter your Reporting password. This password is not case sensitive but
must be between 6-8 characters with no special symbols such as */ +.

e Click on the OK button.

e The reporting options are listed in white on the WIC ExtraNet Home Page.

=. California WIC Extranet [_[=50]
Back | Eepem | Stop | Refresh | Home | Bint |

Wednesday, August 23, 2006|

WIC ExtralNer

Home .
r K d Our Mission...
Autodialer ;_‘ We will provide to women, infants and children healthy food, and the knowledge
= " Q_y and opportunity to make healthy choices in an atmosphere of dignity and respect,

thus enhancing the potential for all Califormians to enjoy a higher quality of life

ISI5 News
1515

QMF
Address Book

Qinic Rollout

Log out

2.4 Expired Password—How to Create a New ExtraNet Password

ExtraNet and Reporting passwords expire after a set period of time. When your
ExtraNet password expires you will see the pop-up message below when you try
to log on.

Password Expired Popup

Logon Message |

Q Your password has expired and must be changed.

Click OK to go to the Change ExtraNet Password Screen.
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Change ExtraNet Password Screen

Change Password |

MWH
EOHEL |
Lzer name: I jdoe
Log on to: | WICPROD |
0ld Password: I bk
Mew Password: I
Confirm Mew Password: I
Ok I Cancel |

e Enter your current password in the Old Password field.

e Enter a new password. It must be eight characters, contain at least one
capital letter, and at least one number.

e Type in your new password again to confirm.

e Click OK and you will see the Change Password confirmation pop-up
below.

Change Password |

@ Your password has been changed.

Page 8 of 88



WIC ExtraNet Training

2.

5 Changing your Reporting Password for Autodialer Only Users

. California WIC Extranet HE R

Back | Forward | Stop | Befresh | Home | Brint |

WIC ExtralNet,

Home

Change TSO password.
Autodialer

Reporting
ISIS Mews
IsIS

QMF

IMPORTANT
If you are a “"Reporting™ user, you can only change your password after you “Log into Reporting™.

Address Book User 1D Ihdwflin|
Password: [
Change Passwerd [
Log out New Password: [
Confirm Mew Password: I—

Backto California WIC Extranet Home Page

|D0ne

Purpose of Screen:

This is used only by those who use the ExtraNet just to download the Autodialer
appointments. Since they do not have access to Reporting, they have a
Reporting password option on the application menu.

To change your Reporting password:

Type your Reporting User ID in the appropriate field.

Enter your current password and check the Change Password box.
Enter a new password. This password is not case sensitive but must be
between 6-8 characters. There cannot be any special symbols like * / +.
Click the OK button.

Wait for a confirmation message that your password has been
successfully changed.

For those with access to Reporting, the Reporting password option on the
Navigation Bar will not appear. These individuals must select Reporting on the
Navigation Bar and check the Change Password box on the log on pop up to
initiate the change password process.
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2.6 Expired Reporting Password—How to Create a New Reporting
Password

. California WIC Extranet HEE

Back | Forward | Stop | BRefresh | Home | FErint |

WI C ,r‘T _ ‘11ra ‘- Jo {

Log into Reporting.

Reporting

Back to California WIC Extranst Home Page

Purpose of Screen:
When you are notified that your old password has expired, you must create a
new password. To change your password:

e Click on Reporting to bring up the Log into Reporting pop-up.

e Enter your Reporting ID. This logon ID begins with hd followed by the first
letter of your first name and the first 4 letters of your last name, for
example, Jane Doe is hdjdoe.

Make sure the change password box is checked.

e Enter your new password. Passwords must be 6-8 characters and are not
case sensitive. There cannot be any special symbols such as * / +.

e Re-enter your new password to confirm.

Click OK.

e Check for the confirmation message that your new password has been

changed.

Microiadt Internict Esplorer

You will receive this message if you
enter a new password that is not

/Y Pease erber & vakd Mew Passeond
accepted. .;"'; =

Page 10 of 88



WIC ExtraNet Training

3 ExtraNet Home Page Orientation

3.1 WIC ExtraNet Home Page

. California WIC Extranet - [=] x|
Back | Forward | Stop | Refresh | Home | Print |

Monday, June 19, 2006

Home

Autodialer

iy ! Ga Qur Mission...
| K Wy will provide 1o women, infants and children healthy food, and the knowledge

Reportin and opportunity to make healthy choices in an atmosphers of dignity and respect,

P 3 thus enhancing the potential for all Californians to enjoy & higher quality of life.
ISIS Mews
1515
QMF
Address Book

Qinic Rollout

Log out

Mewna L waicvmmnft CfFiem A b

When you log into the ExtraNet you will see the home page. The menu across
the top of WIC Extranet home page works much like a home page within a web
browser.

e Back: Click this button for access to the last page you visited. If there is
no previous page, the button is grayed and cannot be clicked.

e Forward: When you have used the back button, you can click "forward"
to return to the pages you've seen already. If there is no next page, the
button is grayed and cannot be clicked.

e Stop: Terminates the request to access another page.

e Refresh: Re-access the current page and populate it with the most recent
information.

e Home: Return to the WIC ExtraNet home page.

e Print: Print the contents of the page or report.
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The WIC ExtraNet home page displays the applications available through the
WIC ExtraNet. The following applications are available from this page.

e Autodialer — Use to download appointments to transfer to the Autodialer.
e Reporting -- Provides access to the reporting application

e SIS News — Use to send a message to your local agency or specific clinic
staff that appears when they log on to ISIS.

e |SIS — Use to open HWDC green screen for ISIS
e QMF - No longer available

e Address Book—Directory of email addresses and phone numbers for
State staff.

e Log Out — Use to log out of the ExtraNet.

The Options available and viewable depend on the access given to each
individual through their User ID. Only those Options that the user has been given
authorization to perform will be listed.

Click the mouse on key word to transfer to the selected application.

3.2 Log Out of the ExtraNet
Click on Log out to close the ExtraNet. .

. California WIC E xtranet

Tuesday, January 21, 2003
-3 -
WIC ExtralNel
Home T B
r £ +a Our Mission...

Autodial 1 We will provide to women, infants and children healthy food, and the knowledge and
utodialer - I appartunity to make healthy choices in an atmaosphere of dignity and respect, thus
Reporting 4 i3 enhancing the potential for all Californians to enjoy a higher quality of life

ISIS News
ISIS
QMF

~ Address Book

\;50 password

Log out of Extranet|

javascriptvoid(d];
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4 Application Options

4.1 Autodialer

The Autodialer application allows you to download participant appointments and
information to be transferred to the Autodialer.

w California WIC Extranet

PR T
WIC ExtralNet
H
emne Autodialer
Sun | Mon | Tue | Wed | Thu | Fri [ Sat
Autodialer 26 27| 28 28 @0 & 1
Agency: 380
F 3 4 5 [ 7 8
- Clinics: o
" |00z 10 1 12 13 4] 15
004 =
16 17 18 18] 20| 2 22
L English
ANGUALSS | o2 ish 73 24 25 6 27| 26 28
ISIS Mews ‘Vietnamese =l
IsIs Appointment Date: [3/26/2002 Select Date el ! 3 A 4 § g
QMF
dddnecjBock Get Appointments oK

Clinie Rollout
Help

Log out

Done

Click on Autodialer

e Your agency number will automatically be displayed

e Select one clinic or “All” for all clinics within your agency.

e You may select a specific language or select “All” languages. The list of
languages is sorted from most used to least used language in ISIS.

e The default Appointment Date is initially blank. Click on the Select Date
button and the system will display a calendar. Point and click to select the
desired date and click OK. You may enter the date manually if you choose.

e Click on the Get Appointments button and the system will retrieve your
appointments from the database.

e After clicking the Get Appointments button on the Autodialer screen, the File
Download screen is displayed; click on OK button. Once you click the OK
button, the system saves the Autodialer file to the Autodate file location on
your PC.
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4.2 ISIS News

ISIS News provides a way to place a brief message to some or all of the clinics at
your agency. The message is displayed when staff log on to ISIS.

. California WIC Extranet

Back | FEorward | Stop | Refresh | Home | Print |

WICExtralNet

Home

ISIS News

Autodialer Aol fiEseanE | Delete Message |

5] Agency: 360
High Priority:
ALL =
Clinic: 003
004 =|
m hiessage Expiration Date: |12/10/2003 Select Date |
18IS
QMF This is & test wessage: ;l
I3I3 News has been redesigned....it is now easier to Broadcast Text
Address Book Messages and specify the Expiration Date!
Clinie Rollout
Help -
Log out Send Message

Click on ISIS News.

e Your agency number will automatically be displayed.

e If the message is important, click High Priority and asterisks will be inserted
around the message.

e Select one clinic or “All” clinics in your agency to receive the message.

e Click on the Select Date button to select a Message Expiration Date. The
system will display a calendar — point and click to select the expiration date
and click OK. You may manually enter an expiration date if you choose. The
message expiration date defaults to the current date plus five days. The
system will not allow you to choose an expiration date before the current date
or more than 30 days after the current date.

e Enter the message text using upper and lower case characters. Note that
ISIS News does not have a spell check function.

¢ Once you finished typing the message, click on the Send Message button.

e The system will confirm that the message was sent successfully by displaying
a confirmation screen. Click the OK button.

e Click on the Delete Message button to see a list of active messages you have
created.

e To delete one message at a time click on the Delete tag just above the
message.

e To go back to the ISIS News screen, click Add Message button.
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4.3 ISIS Application Screen
Click on ISIS to access to the HWDC screen where you can log on to ISIS.

Bl (B) sessiona - PASSPORT

File Edit “ew Communication Options Transfer Macro  Help

=

HHHHH

HHHHH HEALTH ANWD WELFARE AGENCY DATA CENTER
HHHHH for Official State Ua= Only
HHHHH

HHHHH CIP1T34D

HHHHH

HHHHH  HHHHH (IR ] wywopoooDooDooD

HHHHHHHHHHHHHHH Wiy i e opoDooooooooDoD
HHHHHHHHHHHHHHHH Wi i gl ooooon
HHHHHH HHHHHH Wiy g gy gggwyy - ooon ooooD C
HHHHH HHHHH 000010 0 ) gt DoooD ooooD
HHHHH HHHHH L gt g g oooD poooD C
HHHHH HHHHHH Wi iy g DCoocoDDDDDDDDD
HHHHH HHHHHH Wi g DoDDDDDDDDDD

Saves the active 3270 session MLIM 21, 1 (CIPIT34D
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4.4 Address Book

w California WIC Extranet

Befresh Home FErint

Search the address book.

Last Name:
First Name:
Search
Department:
Office:

Search by sny cembination of the fislds sbove.

Address Book

Address Book provides access to the State of California Global Address List,
which includes the Department of Health Services, and other State departments.
Telephone numbers are available for many DHS staff.

You can search by any combination of the fields listed. The more detail you
provide, the more accurate your search will be.

e Last Name: Type the Last Name of the person you are looking for, such
as Smith. You can complete the search with just the last name
information.

o First Name: Type the First Name of the person you are looking for, such
as Alice. You can complete the search with just the first name
information.

e Department: Enter DHS. This is optional but helps to narrow your search
results.

o Office: Enter WIC. This is optional but helps to narrow your search
results.

¢ Click the Search Button to retrieve the requested information. A list of
possibilities from the search will be displayed
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4.5 Reporting

This option provides access to the WIC ExtraNet reporting tool. The reporting
applications available are listed in white and include:

WIC Reports
Just In

My Reports
Create Report
Search Reports
Report Options
Log Out

w. California WIC Extranet HEIE
Back | Forward | Stop | Refresh | Hame | Print |

AT Wednesday, August 23, 2006

WIC Extra

" Our Mission...
i We will provide to women, infants and children healthy food, and the knowledge
WIC Peports and opportunity to make healthy choices in an strmosphere of dignity and respect,
- thus enhancing the potential for all Californians to enjoy a higher quality of life.

Just In...
My Reports
Create Report

Search Reports

Report Optionz
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4.5.1 WIC Reports

WIC Reports provides access to the ready made or canned reports in the
ExtraNet.

Click on WIC Reports. A list of the available WIC Reports will be displayed. You
have the option to view the list of reports with a Compact list or expanded list. If
you click Expand in the upper right of the screen, the alternate option Compact
appears on the black bar. The Expanded view displays more detail about each
report. The Compact view is shown below.

If you don’t see all of the reports listed below, click on Refresh List. New reports
will be added as the WIC ExtraNet is developed.

WIC Reports Screen

w. California WIC Extranet HEIE
Back | Farward | Stop | Refresh | Home | Print |

WIC ExtralVet Search for:

Refresh List

Home | Categories: IA” categoties 'I 22 available reports. This list was last refreshed on Sep 01 2006 09:59:26
Autodialer [CiReport Hame  Report Description
| ™ |B001-A Percentage of Infants with Feeding Choice B (Exclusively Breastfeeding) By Race.
™ 1Bo01-c Percentage of Infants with Feeding Choice B (Exclusively Breastfeeding) By Clinic By Race
™ 1C001-A Average Number of Cans of Formula Issued to Combination Fed Infants By Race
™ Iconi-c Average Mumber of Cans of Formula Issued to Combination Fed Infants By Clinic By Race
B IFO01-A Percentage of Infants with Feeding Choice F (Exclusively Formula Fed) By Race
ISIS News ™ Foo1-c Fercentage of Infants with Feeding Choice F (Exclusively Formula Fed) By Clinic By Race
1515 ™ w1001 All Records by Category by Clinic
QMF ™1 yino4 All Records by Enrollment in Other Services by Category (By Selected Clinic)
AT B 0044 All Records by Enrallment in Other Services by Category (All Clinics)
Lad] WIDOE Infant Feeding Choice for Certified Participants |ssued Fl's by Ethnicity by Age
Tinic Pollout ™ w1007 Staff F'mductwity - Actw.ny by Date

Lad] WIDOs Staff Productivity - Family Records Report by Date
™ w031 Infant Feeding Choices for Certified Participants lssued Fl by Specific Agency by Manth
™ win31s Infant Feeding Choices for Certified Participants Issued Fl for All Agencies by hMonth
™ w032 Farmula Source for Certified Panicipants Issued Fl's, All Categories by Specific Agency by Month
™ win32s Formula Source for Certified Participants Issued Fl's, All Categories for All Agencies by Month
™ WI040 Cerified Participants ssued Fl's and Priorities | and |l by Specific Agency by Month
™ wina0s Certified Participants |ssued Fl's and Priorities | and |l for All Agencies by Month
™ wins2 WIC 5-Year-Old Graduates
Lad] WWIDE3 Certified Participants (Receiving Fl's), Caseload, and Unissued Food Instrument Ratios by Specific Agency by Maonth
™ wi0a3s Cerified Participants (Receiving Fl's), Caseload, and Unissued Food Instrurnent Ratios for All Agencies by Month
Lad] WID84 Issuance by Prescription Month

To open a sample WIC report, Select WI004, All Records by Enrollment in Other
Services by Category (by Selected Clinic). A popup box appears populated with
your Agency ID.
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The pop-up allows you to select a specific clinic and extract date.

e Click on the arrow to open up drop down menu of Clinic ID’s. Select the
desired clinic. The first numeric clinic for your agency will automatically
populate this field.

e Select an extract date.

e Click on Run Report.

. California WIC Extranet =[5 1x]

Back | Fornward | Stop | Befresh | Home | FBrrint |

WIC Reports

# Just In...
My Reports m

Create Report m
Search Reports 8/31/2003 =

Report Options

|Done
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Report Results

Your report will be displayed.

. California WIC Extranet ==

Back | Faorward | Stop | BRefresh | Home | Print |

WICExtralVet.

Home' 1 | B @m0 2 [D &S| 1 45 » —

Autodialer j

Repart 10 W04 Stk of Calbn @ Page 10711
Ruy D3k 92400 Deparime it of Healti Se s - IC Frog @m
2| D& ar of: 501 Al Rezordn by Enrolimant in Oter Sarviess by Category [ By Selscted Clinle)

Local Agency: 126

cinlc 00l | |
%ol % af %ot
Category Total T4NF _ Category Food Slampr  Catwgory Medl-Cal  Category

P ™ = L3 k=l 5% o

B 7o B % at T% L= 6%
H e pd ag n 1% 191 62 %
I 1407 i % o T% L) 3%
c 33N s 134 &2 19% 2161 B %
clinle Total 6621 50 a% 23 13% s 9%

ISIS News
ISIS

QMF

Address Book

Log out

Page 1

]
|«|0 |»| 4

Use the small icons on the menu bar above the report to resize the view, pan,
zoom, page setup, and print the report.

To print your report, first click on the Page Setup icon and click on Printer to
select the printer. You can also use this area to change the page orientation from
portrait to landscape.

Click on the printer icon to print the report. Do not use the Print button at the top
of the screen to print from WIC Reports.

4.5.2 WIC Data Terminology and Description

You will notice terms such as All Records and Certified Participants in various
WIC reports. In the Appendix, you will find a graphic display of WIC Data
Terminology and Descriptions that provides the standard language used to
define various types of data in the ExtraNet. There will be times when you want
information on certified participants only, while other times you may want
information on individuals whose certification period has expired. Understanding
the terminology conventions will assist you in setting up your query within the
WIC ExtraNet reporting environment.

Page 20 of 88



WIC ExtraNet Training

45.3 JustlIn

&, California WIC Extranet HE

Back | Fomward | Stop | Befresh | Home | Frint |

WIC ExinalVet Searchfor:

Refresh List

Home
4 available reports This list was last refreshed : Jan 30 2003 16:27:34

Autodialer
ﬁ First Birthday for Certified Participants mail list (Document)

Sent by: hershan? - Jan 30 2003 16:07:08 - Document size : 14 K

Description: First Birthday for Cedified Participants used for mailing list
Snve Send fo users Fdit Delefe

= % Mon-Breastfeeding Expired Records (Document)
Sent by: hdrshan?2 - Jan 30 2003 16:14:09 - Document size - T4 K
Description: Breastfeeding roms that were not disgualified

I5I5 News Save Send fousers Bodif Delefe
1515 ) Cverweight Children for Certified Participants (Document)
QMF Sent by: hdrshan?2 - Jan 30 2003 16:08:49 - Document size - T4 K
Address Book Description: Childhood Obesity Report

Save Send fo users Bdit Delefe

Log out B ¥ Level 3 2.4 Intemvention Levels by Category for Cetified Participants (Document)
Sent by: hdrshan?2 - Jan 30 2003 16:03:38 - Document size - T4 K

Description: High Risk Report
Save Send to users Edit Delefe

Just In provides access to reports developed and distributed by others in your
agency or at the WIC Branch. It is similar in concept to an email inbox. You can
send and receive reports from others in your agency. The Branch also uses Just
In to send ad hoc reports requested by agencies.

You have the option to view your Just In with a Compact list or expanded list. If
you select Expand, as shown above, the alternate option Compact appears in the
upper right of the screen. The Expanded view displays a description of the report
and gives you options to save, send to users, edit or delete the report.

A closed envelope in front of Just In or to the left of the report name indicates a
new report that has not been opened. You can manage your Just In as you
would your email Inbox. The list of possible actions includes:

e Save — Save your reports to your personal folder called My Reports

e Send to Users — Send/share reports with others in your agency who have
access to Reports

e Edit — Modify the report
e Delete — Delete a report you no longer want or have saved to My Reports

Page 21 of 88



WIC ExtraNet Training

To Open and Display a Report within Just In

Click on the name of the report to open it. You can view the data that was sent
to you, or you can click on Edit and then Run Query to retrieve updated
information.

. California WIC Extranet [_[=]

Back | Fomward | Stop | Refresh | Home | Frint |

Home 1 Download Drill Refresh Edit Save Send Delete

Autodialer Last reffesh: 9/3/2003 11:07:07 P

5 Mo data to fetch. (WI0500)

Page 1

ISIS Mews
IsIS

QMF

Address Book

Log out

When you receive a report from the WIC Branch, you may see the ‘No-data-to-
fetch’ screen above when you open it for the first time. To populate the report
with data, click Edit on the black menu to the upper right of the screen and then
click Run Query.
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4.5.4 My Reports

My Reports is the place where you can save your own reports from Just In and
Create Report.

w California WIC Extranet

Back | Fomward | Stop | Refresh | Haome: | Print

Search for:
Compact

I

Personal Categories: IA” categories 'l 6 available documents

Stk 8 Agency Counts - March 2003 - Agency 126

# Tust In... Description:
Apr 22 2003 10:31:57 - Document size ! 35 K

Send to users Bdit Delete FProperfies

My Reports
Create Report
Search Reports

1 Caseload to Participation Report

Description: This is a description of Caseload to Particpation Repart on Septernber 10, 2003
Report Options Sep 10 2003 16:06:20 - Document size : 16 K
send to users Bdit Delste Fropertiss

¥ Ethnicity by Category for Sonoma
Description:
Aug 19 2003 10:22:50 - Docurment size {7 K
send to users Bdit Delste Fropertiss

¥ Cverweight Children By Age

Description:
Apr 22 2003 10:44:50 - Document size ! 16 K
send to users Bdit Delste Fropertiss -

¥ Heard of WiC by Clinic

Description:
Feh 18 2003 17:38:08 - Dacument size : {7 K
wend to users Bdit Delste Fropertiss

I 4

My Reports is your personal file area. Within My Reports, you have the option to:
¢ Send to Users—Send the report to other users in your agency

e Edit—Open the report in Create Reports so you can make changes to the
content or formatting.

e Delete—Delete the report from your list of saved reports.
Click on the name of the report to open it.
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4.5.4.1 Personal Categories for My Reports

. California WIC Extranet & 0x]

Back | Fornward | Stop | Refresh | Home | Frrint |

WIC ExiralNet

Category Management

Select from the list or enter a new one.
WIC Reports

TSI Name From Date
My Reports Breastfeeding Reparts hddphil2 972372003 3:37:39 AM

Create Report
Search Reports

D T Category: |

Create | Delete | Update | Closel

status: New category successfully created.

Dane

Click on Personal Categories in the upper left of My Reports to open the
Category Management screen. Here you can create Personal Categories, which
are like folders to help you organize your reports. The saved reports are then
stored in these various categories within My Reports for easy access.

Type in the name of the category and click Create. You can also delete or
update categories here.
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Update or Delete Categories

. California WIC Extranet HmEE
Back | Fonmard | Stop | Refrezh | Home | Frint |
Y S\ i
WIC Extr.alNet
Home
Category Management
Autodialer )
Select from the list or enter a new one.
2 Name From Date
Appointments hddphil2 /2372003 3:41:57 Al
Ereastfeeding Reports hddphil2 972372003 3:37:39 AM
Mailing Lists hddphil2 2372003 34207 AM
Manthly Reports hddphil2 Q2372003 34215 AM
Program Dermographics hddphil2 Q2372003 9:42:25 AM
Risk Data hddphil2 /2372003 3:42:32 A
ISIS Hews
I515
QMF
Address Book CAt290MY. |
Log out Create | Delete | Update | Cloze |

|D0ne

From the Category Management screen you can the change titles or delete the
personal categories within My Reports.

To update a category, click on the name of an existing category, type in a new
name, and press Update to change the category name.

To delete a category, click on the name of an existing category and press Delete.
Click on Close to return to the Save in My Reports screen.

4.5.4.2 Saving a Report

There are two ways to save a report. The first is when you receive a new report
in Just In and want to save it to My Reports. In the expanded view, you can save
the report directly from Just In without opening it.

The second way is from an open report from either Just In or from Create Report

when you want to save a report after you create it. Use the Save option at the
upper right of the screen.
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Tip:

The Save and Close option next to Apply Format when a report is open in Edit
does not save the report in My Reports. This option is used by the WIC Branch
to create a query with no data that can be sent to local agencies so that they can
run the query with their own agency information. It does not save the query.

To save a report directly from Just In to My Reports click on Expand in the upper
right of the screen to display report options under the report description. Click on
Save. This will take you to the Save in “My Reports” screen.

. California WIC Extranet HEEBE
Back | Forward | Stop | Refresh | Home | Print |
] T EviralNe Search for:
IVIC FxtralNet. Refresh List
Home
4 available reports This list was last refreshed : Jan 30 2003 16:27:34
Autodialer

) First Birthday for Certified Participants mail list (Document)
B— Sent by hdrshanZ - Jan 30 2003 16:07:08 - Document size | T4 K
Description: First Birthday for Certified Participants used for mailing list
Save Send fo wsers Edit Delefe
= ﬁ Mon-Breastfeeding Expired Records (Docurment)
Sent by hdrshanZ - Jan 30 2003 16:14:00 - Document size : T4 K

Description: Breastfeeding moms that were not disqualified
ISIS MNews Save Send to users Edit Delete

- .

w. California WIC Extranet

Back | Forward | Stop | Refresh | Hame | Frrint |
Home ™ Download Drill Refresh Edit Save Send ¢
Autodialer

Last reftesh: 6/17/2004 05:44:40 AR

Participation: Current Month to Date

B T s

R .
261 362 4,179
ISIS News 103 155 2,330
1515 BEE 2010z788(1 200(352] 382 5213

QUMF Sum|  [1,352(7,996[3,.827/391[1,227]15,393
Address Eook

To save a report opened from Just In, click on Save on the menu at the upper
right side of the screen. This will take you to the Save in “My Reports” screen.

To save a report opened from Create Report, click on Save at the upper right
side of the screen. This will also take you to the Save in “My Reports” screen.
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Save in My Reports

. California WIC Extranet [-F]=]

Back | Fonward | Stop | Refresh | Home | Frint |

WICExtralNet

Home

Autodialer Save in "My Reports”

Enter the report name: IExampIe Report Name|

Enter the report description: =]

Select Personal Categories:  [NTEReeY

ISIS News

ISIS
QMF Enter the repart keywordis): I

dcdresSjeook Refresh options & Refreshed manually

' Refreshed when opened
Leg out

Overwrite if report exists: O ¥es Mo

Save I Back to Report

When you save a report it will automatically be saved in My Reports.

If you need to create a new personal category for the report, do this first.
See the My Reports section for instruction on category management.

Enter a title for your report. Enter a brief description if you wish to
describe the content of the report or instructions for running the report
again. The description will appear in the expanded view of My Reports.

Select the desired Personal Category from the list.

You can enter a keyword that can assist you in finding the report using the
Search Reports function on the Navigation Bar. You do not need to use
this function.

Refresh Options. There are two refresh options: If you select Refreshed
Manually the report will open showing data from the last time you saved
the report. You will have to go into edit and click Run Query to get
updated information. If you select Refreshed when opened, the report
returns current data every time it is opened.

Overwrite if report exists. Check Yes if you have made changes to a
report and want to keep the same name. Check No if you do not want to
overwrite a report with the same name.

Click Save and the report will be saved to My Reports. Be sure to check
the confirmation at the bottom of the main window to be sure the report
was saved. It will read, “Status: Report successfully saved.”
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4.5.4.3 Deleting a Report from Just In or My Reports

To delete a report from either Just In or My Reports open the expanded view of
the report list. Click on Delete.

Wi, California WIC Extranet

Back | Fonward | Stop | Befresh | Home | Frint |
T T Search for:
VAl IXTTAINEL
WIC/ . e Refresh List Con
Home
4 available reports This list was last refreshed ; Jan 30 2003 16:27:34
Autodialer

) First Birthday for Cerified Participants rail list (Document)
Sent by hdrshan? - Jan 30 2003 16:04:08 - Document size - 14 K
Description: First Bithday for Ceified Participants used for mailing list

Save Send fo users Edit Delefe <

= % Mon-Breastfeeding Expired Records (Document)
Sent by hdrshanz - Jan 30 2003 16:14:09 - Document size : 14 K
Description: Breastfeeding moms that were not disgualified

ISIS Mews Save Send fo users Bdif Delefe
ISIS 9 Overweight Children for Certified Participants (Dacument)
QMF Sent by hdrshanz - Jan 30 2003 16:08:49 - Document size : T4 K

Description: Childhood Obesity Report

Address Book
Save Send fo users Edit Delefe

Delete Confirmation Screen
The Confirm deletion of Report(s) screen appears. Click OK to delete the report.

w. California WIC Extranet

Back | Forward | Stop | Refresh | Horme: | Print |

L L

WICExtr.alNet
Home

Confirm deletion of Report(s)
Autodialer
#9 First Birthday for Certified Participants mail list
Ok Back to Repont

ISIS Mews

Check for the confirmation message at the bottom of the screen. It will read
“status: Report(s) successfully deleted.”
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4.5.4.4 Sending a Report to Other Users

There are two ways you can send a report to other reporting users in your
agency. You can send a report directly without opening it from the report list in
either Just In or My Reports. You can also open a report from Just In, My
Reports or Create Report and use the Send command at the upper right of the
screen.

From either My Reports or Just In, with the report list in the expanded view, click
on Send to Users.

w. California WIC Extranet

Back | Forward | Stop | Befresh | Home | FErint |
WICExtralVet, Searchfor:
Compact
Home:
Personal Categories: IDain Fepors =1 11 available documents
Autodialer

¥ Appointments by date and contact type
Description: Appointments by prompted type, date and month
May 26 2004 10:30:53 - Document size : 20 K
Send to users Hdit Delete Froperties

¥ Daily Participation Report
Description: Particiaption by clinic, current month to date.
Jup 7 2004 10:00:35 - Document size : 16 K
Send to users Hdit Delete Froperties

y

From an open report click on the Send command at the upper right of the screen.

I5I5 MNews
ISIS

WIC Extranet - =] x|
Forward | Stop | BEefresh | Home | Frint |

Download Drill Refresh Edit Save Send ¢

Last reffech: 6/17/2004 05:44:40 AR

Participation: Current Month to Date

1,811 %42 3671
2,146|1,046| 261 362 4,179
1,251 548 103 155| 2,330
2,788|1,2%0| 352 382 5213
7,996|3,827 991{1,227|15,393

Page 1
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Send Report Screen

. California WIC Extranet == E
Back | Forward | Stop | Refrezh | Home | Frint |
S B T4
WIC ExtralNet
Home
Autodialer Send report to the following user(s)
Enter the report name: IExampIe Report Title
bl
Enter the report description: =]
[ -
Enter the report keywaordis): |
ISIS Mews
ISIS Select the destination users: [380]
hdarodn
F
QM hdbrobe
Addresz Book hdeccant]
hddgeor! =]
Log out .
I Refresh options: @ Refrashed manually
" Refreshed when opened
Send Back to Feport |
|D0ne

To send a report, fill in the report name and add a description of the report.
Select the destination user by clicking on the reporting ID of the person to whom
you wish to send the report.

To select more than one user, hold down the ‘Ctrl’ key and click on the other
reporting ID’s.

Click on Send and check for the confirmation message. It will read,”status: The
report was successfully delivered.”
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5 Create Reports—Data Universes

The Create Report function allows you to put together an ad hoc report quite
easily. This reporting tool provides a user-friendly access to the vast amounts of
available ISIS data.

The reporting data has been organized into groups called universes. The names
of the universes available are listed on the screen below. More universes of data
will be added and others will be deleted as the WIC ExtraNet is developed.

s California WIC Extranet [ [=]x]
Back | Eorveard | Stop | Befresh | Home | Erint |

WIC xtralef, Search for:

Refresh List Expand

Home
This list was last refreshed: Aug 23 2006 09:42:39 .

Autodialer
B |Name v From Date
Agency Snapshot Universe (ASNAPF) Universe. 5A15/2006 7:33:05 AM
Brcsstfeeding Summary (EF_SUMM) Universe. B/2202006 1:42:34 PM
Combination Feeding Summary (BFICSUMM) Universe. 8/22/2006 1:46:55 P
Participation Universe (PARTCF) Universe. 872272006 1:43:14 PM
ISIS Mews Participation WIC Reporte Universe Universe 61972006 2:18:20 P
. (PARTCFF)
QMF Summarized [SIS Information (SUMMARYL)  Universe. 7/9/2002 9:22:59 AM
Address Book Unissued Prescription Detail (UNISSDTL) Universe. 51972005 2:20:33 PM
1215 Reporting Information (Warkings) Universe. 7372002 9:33:12 AM
Qinic Rollout
Log out

Done

This screen shows you the universes of ISIS Information. When you create an
ad hoc report, you will be creating it from within one of these universes.

By clicking Expand on the upper right of the screen a brief description of the

universes will be displayed, as on the next page. Clicking on Compact will return
to the display shown above.
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Expanded View

& California WIC Extranet |_[=]x]
Back | Fonward | Stop | Refresh | Home | Prrirt |

WIC HxiralNef,

Home
This list was last refreshed: Aug 23 2006 09:42:39
Autodialer
Agency Snapshot Universe (a3NaP)  Tniverse

A 'Snapshot’ of ISIS Individual and Family data taken on the last day of each manth.
S15/2006 73305 AM

Create Report Breastfeeding Summary (BF_SUMM) Universe
Breastfeading surnmary reporting universe
Br22/2006 1:4234 P

15I5 Hews Combination Feeding Summary (EFICEUMBM)  Trdverse
15T Combination sumrmary reporting universe
S22/2006 1:46:55 P
QMF

Addrens Bsk Participation Universe (PARTCE) Utiverss
Participation Universe
/2272006 1:43:14 P

Qinic Rollout N L .
Participation WIC Reports Universe (PARTOFF) Universe
Log out Participation WIC Reports Universe
61972006 2:18:20 P

Summarized ISIS Information (SUMMARY1) Universe
Summary tables universe. This universe contains multiple summary tables. Each report must be created from a single folder.
T2002 9:32:59 AM

Unissued Preseription Detail (UNIZSDTL) . Tniverse
Unissued Prescription Detail Universe
61972006 2:2033 P

ISIS Reporting Information (Workings) Uiverse
Contains 1515 working active data
TIR/2002 933:12 AW

5.1 Agency Snapshot Universe

The Agency Snapshot Universe contains snapshots of ISIS Individual and Family
data taken on the last day of each month. These data snapshots go back
thirteen months. None of the fields are updated after the snapshot is taken. This
universe contains many useful data fields not found in the other universes.

5.2 Breastfeeding Summary

The Breastfeeding Summary universe contains information on the infant feeding
choice for only the infants who were 2, 4, 6 and 11 months old during the
prescription month. Data goes back to April 2004 and a new prescription month
is added on the 2nd of each month. Feeding choice is based on the packet type
issued. Because many breastfed infants receive the IT packet just before their
first birthday the breastfeeding data for the 11 month-olds is not reliable.

5.3 Combination Feeding Summary

This universe contains information only on the combination fed infants who were
2,4, 6, and 11 months old during the prescription month. Data goes back to April
2004 and a new prescription month is added on the 2nd of each month. Feeding
choice is based on the packet type issued. Because many infants receive the IT
packet just before their first birthday, the infant feeding data for the 11 month-
olds is not reliable.
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5.4 Participation Universe

This universe replaces Participation Summary I, the first folder, in the
Summarized ISIS Information universe. It has the most of the same data
elements, except that it uses the new racial ethnic categories. It does not have
the predefined conditions for current month and last month, or the sort number for
category. The data in this universe goes back in time to January 2003. The
participation count is updated nightly through close of business the previous day.

5.5 Participation WIC Reports Universe

This universe contains many of the data fields in Participation Summary Il, the
second folder, in the Summarized ISIS Information universe. It contains the
official total counts of participation, counts of infant feeding and formula payment
sources, and priorities 1 and 2. Data goes back to May 1997. A new prescription
month is added on the 3rd of each month or the 3" working weekday of the
month, whichever is later. Note that the count Total Infants includes those
receiving an IT packet while these are not included in the counts of exclusively
breastfeeding Infants, combo fed Infants, and formula only infants.

5.6 Summarized ISIS Information Universe

Summarized ISIS information contains folders with snapshots of counts of various
parameters, for example, participation counts or counts of exclusively
breastfeeding women for any given month. Data about specific individuals or risk
codes is not available in this universe. This universe will eventually be deleted
from the ExtraNet. It is updated on the second of each month.

5.7 Unissued Prescription Detail Universe

This universe contains the fields needed to identify individuals and families who
have not received food instruments for a given prescription month. It can be used
to prepare a list, with the family name, phone number and address so that WIC
staff can contact the families for follow up. Because it is based on the food
prescription, this universe has only certified individuals. It will not identify missed
appointments for enrollments or those past their cert end date. Appointment date
and the unissued counts are updated nightly.

5.8 ISIS Reporting Information Universe

This universe contains specific detail on individuals and families collected by ISIS.
Individual data is captured in monthly snapshots from the current active record.
Family information is updated several times an hour. The ISIS Reporting
Information universe gives you the option of the two most recent monthly
shapshots to report against. If you want a list of participants with up to date
name, address, phone number, and/or appointment date, use the ISIS Reporting
Information universe.

Page 33 of 88



WIC ExtraNet Training

6 Create Reports — Features, Functions and Navigation

Before we launch into showing you how to create an actual report, let’'s take a
look at some basic components and navigation standards of this reporting tool.

Select the Create Report application and then select the Summarized ISIS
Information universe. The following screen is displayed. The default display
shows the first folder open, with the data objects listed as shown below.

The Summarized ISIS Information universe consists of five folders. When you
highlight the title of any of the folders, a description of the contents of the folder
will appear in the area near the bottom of the Results tab.

. California WIC Extranet HE E
Back | Fonward | Stop | FRefresh | Home | Frrint |
L summarized ISIS Information =S ﬁl Ml o @ ﬁ’}l A ?EII
All Objects ¥ Section [Lire Chartz |
Autodialer F'-' TITY— Line Charts
SrLEINELION 5 UMM a Ty e sections, drag obfects from the list and drop them
— @ Agency D here. faptional)
| — @ Agency Mame
& Clinic ID Table ¥
& Clinic Name
Create Repor'T - @ Category To create 2 table, drag objects from
& Sort hhbr the list and drop thewm here,

@ Food PacketID (2 C
& Food PacketID (3 C

ISIS Mews — & Food Packet 1D (4 C
— @ Priority
1515 @ Fllssue Date
GQMF - @ valid Start Date
Address Book — @ Valid Start Date - e
@ Age Range

— @ Racial Ethnic

L @ Paticipation Count
Participation Summar
Priarity by Category |
Ethnicity by Category -]

[ —
Contains summarized data on WIC individuals who were issued food instruments from first day of
/ implementation ta close of husiness yesterday. Local agency staffwill be restricted o their own

Log out

P agency's summatized paticipation data. _JDriII mode

Results Conditions Settings
d Save and Close Run Query

|D0ne

Highlight Participation Summary | and read the description. Then highlight
Participation Summary Il to see the difference. You will note that Participation
Summary | is updated daily based upon issued Food Instruments and goes all
the way back to the beginning of ISIS. Participation Summary Il is updated
monthly.

Tip:
Click on the plus sign next to the folder to open it. Click on the minus sign next to
an open folder to close it.
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6.1 Results Tab

To create a report, begin on the Results tab. This screen is divided into three
parts: All Objects, Table and Section.
« All Objects lists the folders that contain the data objects available to drag
and drop into the Table section.
. The Table section is where you drop the objects to create the foundation
for the report.
. The Section area enables you to organize the report into groups or to
change the way the data is displayed.

There is an icon in front of each folder or object that tells you what it is, a folder,
attribute or a measure. The icons with their associated description are shown
below.

'El Folders: Folders contain related data objects or subfolders.

Within each folder, there are two object types:

Bl Attributes or labels

In the Summarized ISIS Information universe, you can use data objects from only
one folder at a time to create a report. If you select data objects from two or
more folders, the system will give you an error message and the report will not
run. Don’t be afraid to try it and see what happens. In the other universes with
more than one folder, such as Agency Snapshot and ISIS Reporting, you can
combine information from different folders into the same report.

Measures of data (counts)

From Create Report select the ISIS Reporting Information universe. The
following screen is displayed with the first folder, Individual Information, open.
[_[5]x]

i, California WIC Extianet

Back | Stop | Refresh | Horme | Print |

gl 51 Reporting information __[ERSNLRE] NaNTRENERC IS FA e RN |

Forward |

Autodialer

|

Create Report

ISIS Mews
ISIS

CQMF

Address Book

Log out

All Objects ¥

Section

EHazd|Individual Information :[

[~ @ Period #

i~ @ Exiract Date

i~ @ Individual ID

— & Name

@ Agency D

— & Clinic ID

— @ Family ID

— & DOB

@ Age Years at Edtract
— @ Age YY-MM at Extract
@ Age Years Current
— & Age YY-MM Current
i~ @ Racial Ethnic

— @ Language Pref

@ Language Description
— @ Category

@ EDD

— @ Cert Start Date

@ CertEnd Date =
A e e

Resalits Conditions

Settings

To create sections, drag abjscts from the list and drap them
here. faptionai)

Table ¥

To cveate 2 table, drag objects from
the iist and drop thewn here.

__|oril made:

Save and Close

l Run Query I

[pplet bo.wi.app \weblépplet started
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The ISIS Reporting Information universe consists of four folders. In this Universe
it is perfectly okay to select and mix objects from different folders in the same
query. In fact, you will often want to do this.

The first two folders in this universe contain subfolders to help organize the large
number of objects within this universe. Scroll down to the bottom of the objects
listing in the first folder and you will see the view below.

(5] x]

&, California WIC Extranet

gl sis Reporting information ____ ERSNCR] [-NTRENCRC RS FAR

all Objects ¥ Section
-]

Back Fanward | Stop Refresh | Hame Print

=] |

Autodialer

i & Intervention Level

(— & TANF Status

— & Food Starmp Status

i~ & Health Care

- @ Families

— @ Cerified Paticipants
(@ Cerlified Participants |s:
— @ All Recards

- @ Expired Records

To create sechions, drag objects from the lst and drop them
heve. (optonal)

|

Table ¥

Ta create a tabie, arag abjects from
ithe list and drop them here.

ISIS News
IsIS

QMF

Address Book

Log out

- (28 Individual Mame Detail:
&8 Miscellaneous

- (a8 Mutrition Ed Histony

- (28] Nutrition Ed Flan

(a8 Prescription Informatiol
(a8 Risk Information

(a8 Health Stats

(28 Food Instruments
Family Infarmation
Agency Information

GClinic Information

]
KT R |

[
B
o
£
B
o
£
B

Results Conditions

Settings

__|orill mace

l Run Query I

Save and Cioso

|Applel bo.wi.app.webldpplet started

Open the Risk Information subfolder and a list of the data objects within this
subfolder is displayed.

i, California WIC Extranet WEE
Back | Eorward | Stop | Befesh | Home | Errint |
Home | =3 M ﬁl Ml b b G q}ll“ = %I
All Objects ¥ Section
Autodialer J |
&8 Gender To create sections, drag objects from the list and drop them
- @ Priority here. foptional)
| - @ Intervention Level
Table ¥

— 8 TANF Status

— & Food Stamp Status

(- @ Health Care

- @ Familieg

- @ Certified Participants

t @ Certified Participants Is:

ISIS News - @ all Recards
1515 - ® Expired Records
QMF F- 28 Individual Name Detail:
[+ (@8 Miscellaneous
Address Book [+ [l Mutrition Ed History
b [88 Nutrition Ed Flan
Log out [ (28 Prescription Information
[ER=T| Risk Information
& Risk Code
@ Risk Date

[+ [&B] Health Stats

I T S Y

Ta create 2 table, arag ebyects from
the list and drop them here.

-

1515 risk information related to 1S1S working active records (ndividual recards currently within their
certification period or up to three rmaonths beyond their cerification end date)

Results Conditions

Settings

__|brill made
1 Runquery I

Save and Close

Applet bo,wi. app.Weblipplet started
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Similar to the data objects listed elsewhere, you can drag and drop data objects
in subfolders, such as Risk Code and/or Risk Date, into the Table area if you
need these when building your report.

6.2 Conditions Tab

The Conditions tab allows you to place limits on data objects in the report. The
Conditions tab is divided into three parts, All Objects, Query Conditions and
Document Filters. The All Objects area of the conditions tab, like on the Results
tab, lists the folders that contain all of the data objects available. The Query
Conditions section is where you place the data objects you wish to limit. The
Document Filters section is used after the report has been run and allows you to
place limits or conditions on the results.

Under query conditions you will note a new icon.

%] —Predefined conditions

For example, if you want a participation count only for last month, drag the
predefined condition for “Last Month” to the Query Conditions area. In this
example, this is a predefined condition on Valid State Date — Year Month. The
report will always retrieve data for the previous month, so in future months you
will not have to edit the query and change the date on the conditions tab.

= California WIC Extranet [ [5]x]
Back | Fomward | Stop | BRefresh | Home | FErint |
H N R
il summarized ISIS Information MI =+ +()
Autodialer Al Objects ¥ Query Conditians
[=Hasy Participation Summary | |
5 Current Month T Last onth
SR L=st Month
@ Agency ID
Create Report & Agency MName
— & Clinic ID
@ Clinic Name
@ Categary
ISIS News L @ Sor Mbr ;
1515 - @ Food Packet D (2 Chary | Document Filters
QMF (@ Food Packet ID (3 Char) Drag objects from the list and drop them heve.
Addrese Book - @ Food Packet D (4 Char)
- & Priority
Qinic Rallout Pl BRIk
@ Valid Start Date
Lo o @ Valid Start Date - Year Montl
He - @ Age Range
— @ Racial Ethnic

L @ Paricipation Count
Farticipation Summary 1|
Priority by Categony
Ethnicity by Categony
accination Agaregate

4 1]

Selects participants for the previous month anly. Based on Valid Start Date being any day within the previous month.

R - o . — 5 Tm——— 7 5 =
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When you move an object to the Query »
Conditions area two new fields appear. For Query Conditions

example, drag the object for Clinic ID into the e fini o
Query Conditions area. You will see the words Cllmc ID Equalto _
“Equal to” and a blank space in single quotes.

Click on the Equal to and you will see a drop down

Query Conditions

. T S list of options for the conditions you can set.
Equalto ’ Choose the option you want by clicking on the list.
Differant fram
Greater than . . .
Greater than or squalto e Equal to is used when there is only one thing
Less than you want, such as one specific clinic.
Less than orequal to

Document Fi Eetween

Drag atjecty 0= e In Listis used when there are two or more
Notin List things you want, such as clinic 001 and 002.
Is null
Is not null . . .
Matches pattern o Different from is used when there is only one
Does notmalch thing you don’t want, such as all clinics except
Except 001

e Greater than, Greater than or equal to, Less than, Less than or equal to,
between and Not between are used for numbers and dates.

e Is null and Is not null are used for date fields, for example use Is not null if
you want only participants with a date in the Exam Date field.

e Matches pattern and Does not match pattern are used with a “wild card”
symbol, %. For example if you wanted to count attendance at all of your
group classes without listing them all, you can write the condition as
Matches pattern G%.

e Both is used when you want to query for participants who have two
possible options for an object, such as Risk code. For example, you can
guery for a list of participants that have both anemia, B12, and under
weight, A10. Just like In List, put a comma between the two objects.

e Except is like Different from, but it takes longer to run. For this reason,
using Except is not recommended.
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Query Conditions Once you have made a selection
& Clinic ID Egualto |Enter a constant =|| from the Equal to drop down list,

click on the blank space between
the single quotes. Four options
are presented.

Enter a constant ¥
Showy list of walues

Prompt list of values

Enter a prompt

Use Enter a constant to specify the definition when you create the query,
such as 001 for a report that will always be for clinic 001.

Use Show a list of values when you are not sure of the choices and want
to see a list of options to select from. For Clinic ID, this will bring up a list
of all your clinic numbers.

Use Prompt list of values if you want to see the list of choices every time
you run the query. This will let you run the same report for different

clinics.

e Use Enter a prompt when you want to run the same query for different
options. You will be prompted to type in your choice every time the query
runs. This is useful for reports that you will run over again every day or
every month. You can enter the condition when the report runs without
having to go in and edit on the conditions tab. You can use the same
report for different dates, risk codes, clinics, etc.

Open the Agency Snapshot universe and explore the different data objects
available on the Results tab and the Conditions tab. This universe has a long list
of folders. Objects from different folders can be used in the same report.

Explore the other universes. The Breastfeeding Summary, Combination Feeding
Summary, Participation Universe, Participation WIC Reports Universe and the
Unissued Prescription Detail universe each contain only one folder of

information.
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6.3 Settings Tab

Use the Settings tab to format your report. You can change font or colors, add a
title, add, edit and delete headers and footers, center the report or column
headings, or change the margins.

Click your mouse on the area you wish to change in the white portion of the
screen. A tailored group of editing options will appear in the green panel based
upon where you click the mouse in the white section. For example, when you
click in the Title section, editing options for the Title appear. Make your changes
on left side green panel on the Settings tab. After making your changes, click on
Apply Format to see the changes displayed on your report.

i, California WIC Extranet [ [Z]x]
Back | Fornward | Stop | Befresh | Home | FBrrint |
LU Title Block Settings ST Lt o £]
Autodialer Tile IRepod Tit|e| - Last refrezh: e:refresh_date:
Report Title
] Colof —m— n n
Border
Default - Agency ID |Participation Count
Create Report Alignment <Agency D= # #40;0,0;0
Inclent Horizartal
Ig ij | Detautt =| Fage <page>
ISIS Mews Table
ISIS Eorder Paddin Spacin
QMF |D 2 |° 2 |D 3
Address Book
Log out
Resutts_| Conditions T _setings Save and Close Apply Format Run Quory

|Done

Tip:

If you plan to download your report as data to Excel so that you can manipulate
the data, there is no need to format the report on the Settings Tab. None of the
formatting will be retained when you download the report. If you wish you can
format the data within Excel for your final report.

If you plan to download your report as HTML, all of your fancy formatting will be
retained, but you will not be able to change it once it is downloaded.
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7 How to Design and Create Reports

7.1 Using the Participation Universe to Create a Report

All reports that you generate begin with a question. ldentifying the question is
the first step to creating a successful query.

7.1.1 Step 1: What is the Question?

You want to know, for last month, how many infants, by age in months were
exclusively breastfeeding, combo-feeding or formula feeding.

Where will you start? What universe will you use? Which folder will you use?

Remember, you are looking for counts and not individual detailed information
about the infants.

You have probably guessed that you want to select the Participation Universe.
After selecting the universe, the default will be on the Results tab, with the folder
open. This is the starting point for the query.

You are ready to drag and drop data elements into the Table area and/or Section
area of the Results tab to create the foundation of your report.

7.1.2 Step 2: Selecting Objects to Begin the Report

To answer the question above, there are four objects that you need in your
report. As you analyze the question, figure out which objects to select.

e You want to know something about infants by age and months, therefore,
you want to drag and drop the Age Range object to the Table area.

e You want to know the type of food packet issued to infants, but just the
first two characters that tell you the feeding method. Therefore, you want
to drag and drop the Food Packet ID (2 Char), which for infants will return
IB, IC, IF, and IT.

e You want to know how many infants received the various food packets, so
you must select a measure or count (pink dot). Drag and drop
Participation Count into the Table area.

e You want the information for last month, so select Valid Start Date-Month
Year and drag this object to the Section area.
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. California WIC Extranet |- [5]x]
Back | Forward | Stop | Refresh | Home | Print |
H S . = . : -=
il Farticipation Universe =3 © s&l Ml b~ e @ ﬁ}l A A %I
Autodialer M Objects ¥ Section
[EHaay Patticipation
&8 Agency D @ Valid Start Date Mom...| |
— @ Clinic D
& RacialEthnic Table ¥
Create Repor-r - @ RaciallEthnic Desc To begin 3 croastab, drag an object frowm the st and drop it heve, foptionai)

- @ Reporting Race
(- @ Reparting Race Desc @ Age Range | @ Food Packet ID (2 chara... | @ Participation Count

& Food Packet D (2 chari

2 s | @ Food Packet 1D (3 char;
IsIs |- @ Food Packet 1D (4 char;
GMF - @ Category
Address Book & Priority
— & Issue Date
Qinic Rellowt & Valid Start Date
- 1'alid Start Date Month/
Log out & Age Range

L @ Patticipation Gount

Y T B

Frescription manth and year in YYYMM format

_JDr\I\ mode
Save and Close l Run Query I

Results Conditions Settings

7.1.3 Step 3: Applying Conditions to the Report

You apply conditions to a query in order to limit the results to the information you
want. For example, in this case you want information only on infant food packets
and you want information only for last month.

In this example, there are two Conditions to apply to the query.
You are interested in the information for the infant category. You must tell the
guery to look only for participants in the category called Infant. Drag and drop

the Category object into Query Conditions, as shown in the example on the next
page, for the first condition.
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= California WIC Extranel

fack. | Ectvardd Slop | Hehesh | Fome | Pl |
Participation Universe Ll EUEE |
Autodialer M Objects ¥ Quary Conditions.
e E wa Panticipiation - i
4 @ agency I |Eatogory Equalts **
- @ Clinle I
> |- @ RaclalEthlc
Create Report & RacialFl
@ Repoeting Race
e |- & Reporing Rate Desc
I515 Naws
Isrd
QF
Address Bock |- @ Priartty
@ Iszue Date
Cnic Rollout @ Valld Start Date
@ Valid Starl Dt Monlh
 Agi Kange
Loy ek @ Paticipation Count
KT ]|
Category at o P=Prenatal Pe=h I=infant C=Child
e T )

Once you drag the Category object over, the default Equal to * ' appears. When
you click on Equal to, a list of options appears, as shown below.

[_[51x]

. California WIC Extranet

Back | Forward | Stop | Befresh | Home: | Print |

ome LR R |

Participation Surmmar, ~

A T

Category of the participant. P=Pregnant, B=Breastfeeding, N=Nonbreastfeeding (Postpartum),

I=Infant {Less Than 1 e, C=Child {1-5 Years)

Results | Gonditions T

Autodialer All Ohjects. ¥ i Query Conditions
e Participation Summar | | o P— Imj
T Current Month e =
= -G Last Month Equalto o
| @ Agency 1D Different frarm
- @ Agency Mame Greater than
— @ Clinic ID Greater than or equal to
i~ @ Clinic Name Less than
r Z _ESITEEIE? Less than or equal to
1515 News | @ Food FacketID (2 | | Document Filt Betwezn
— | @ Food PacketID (3G Drag objscts E”ﬁil:'waa" e.
& Food PacketID (4 C
CMF - @ Priority Mot in List
Address Book 8 Fllssue Date Is null
& Valid Start Date Is nat null
Log out @ Valid Start Date - Ye Matches pattern
- 8 Age Range Does not match
— & Racial Ethnic Both
L @ Participation Count Excent

Save and Closo

I Rurauery I

IADD\el bo.wi. app.wWeblApplet started

In this example, you want to select Equal to, since you want to make the
Category equal to Infants.
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When you click on the *_’, another drop down list of prompt values appears.

. California WIC Extranet HEE
Back | Fonward | Stop | Refrezsh | Home | Frririt |
LS summarized ISIS Information "() «()
. All Objects ¥ Query Conditions
Autodialer EHey Participation Summar| 4|
& Equal to |Show list ofvalues =
g Current Month Catego—n-'_q_| =
5] —?ﬁ Last Month Enter a constant
- @ Agency ID Show list of values &
— & Agency Mame Prompt list ofvalues
Create Report & Clinic ID Enter a prompt

— & Clinic Mame
& |Categary
& Sort MNbr

ISIS Mews
IsIS

QMF

Address Book

Log out

— & Food Packet 1D (2 ©
& Food Packet ID (3 C
— & Food Packet 1D (4
— @ Priority

— & Fllssue Date

— & Valid Start Date

— & Valid Start Date - Ye
— & Age Range

— & Racial Ethhic

— @ Participation Count

C1 R S|

Participation Summan|_

Document Filters

Orag obfects from the fst and drap them here.

Category ofthe padicipant. P=Pregnant, B=Breastfeeding, M=konhreastfeeding (Postpartum),
I=Infant {Less Than 1 %), C=Child (1-5Years)

Results

constions T

Save and Closo Run Query

|Applet bio.wi. app.weblapplet started

Select Enter a constant.

When you do this, a text box appears where you can type in the Category you
want, I. Remember to capitalize the category code.

w. California WIC Extranet

Back | Forward | Stop | Refresh | Home | Frint |
Home o - B
Participation Universe
Autodialer Al Objects ¥ Query Conditions
EHa=) Participation |
& E It

B oS Category Equalto ||
@ Clinic D

— & RaciallEthnic

I515 Mews
1515

QMF
Address Book

— & RaciallEthnic Desc

— @ Reporting Race

— @ Reporting Race Desc
— @ Food Packet 1D {2 char:
& Food Packet 1D (3 char
— @ Food Packet 1D {4 char
— @ | Category

— & Priority

— & |ssue Date

Document Filters

Drag objects from the list and drop them here.
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Another option is to select Show list of values instead of Enter a Constant. A list
of all the category choices appears. Select the | for Infant and click on OK as
shown in the screen below.

. California WIC Extranet [_ =] x|
Back | Fonward | Stop | Refrezh | Home | Print |
LN Summarized ISIS Information ﬁl () "UI
) All Objects ¥ Query Conditions
gk ezl Participation Summar| |
8 i = |
—?ﬁourrenthﬂomh Category Edual to |5h0wllst ofvalues _|
5 —VqLast Manth
— @ Agency ID

& Agency Name

Create Report & Clinic ID Select a Value

— & Clinic Mame

- & Category
— & Sort Nbr
ISIS News @ Food Packet D (2 C Document g
ISIS & Food Packet D (3 C Drag obyel |G
- @ Food Packet ID (4 C |
QMF - @ Priority M
Address Book — & Fllssue Date P

— & Valid Start Date

& Valid Start Date - Ye
& Age Range

@ Racial Ethnic

— @ Paricipation Count
Participation Summar

i‘ LI Refrosh | Ok ‘ Cahcel ‘ Helg I

Category of the padicipant. P=Pregnant, B=Breastfeeding, N=Konhreastfeeding (Postpartum),
I=Infant {Less Than 1 %7, C=Child {1-5 Years)

Log out

Results | Cowditions
SLis % d Save and Close Run Query

|Applet bo.wi.app.webldpplet started

Tip:
Categories in ISIS can be typed in as their capital letters: P, B, N, I, C.
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Once you type in the desired category, the condition prompt will look like the view
below.

i, California WIC Extranet

Back | Eonward | Stop | Refresh | Home | Print |
L2 summarized SIS Information QI (] "()I
All Objects ¥ uery Conditions
Autodialer ) — Query
EHe] Patticipation Summar| | @ cat Equalto .|.|
— g Current Month clozohy S
54 —VgLast Manth
& Agency ID

— @ Agency Mame

8 Cinic D

— @ Clinic Mame
@
& Sort hbr -
ISIS Mews - @ Food PacketID (2 ¢ | Rocument Filters

18IS & Food Packet ID (3 C Drag objects from the list and drop them here,
— @ Food Packet D (4 C

QMF - @ Priority

Address Book & Fllssue Date
— @ Valid Start Date
— @ Valid Start Date - Ye
— @ Age Range
& Racial Ethnic
L @ Participation Count
Patficipation Summanf_

EEE i
Category of the participant. P=Pregnant, B=Breastfeeding, N=Monhreastfeeding (Postparturm),
I=Infant iLess Than 1 ¥, C=Child (1-5 Years)

Log out

Resuts_| Gonditions 1 Save and Cioso Run Query

IAppIet bo.wi.appweblépplet started

You have finished applying the specific category of Infants to the query.

Tip:

When using query conditions:

1. When you click and get a drop down list, you must click on an item in the list,
even if it already appears selected as the default.

2. All constants are CAP sensitive and letters need to be capitalized.

3. Equal To is used for one constant.

4. In List is used for more than one constant. When entering more than one
constant, separate them with a comma (,). For example, if you want the two
categories, Pregnant and Breastfeeding, type P,B. Do not put in a space.
(Exception: if you use Enter a Prompt, when you run the query and are
prompted for the condition, use a semi-colon instead of a comma between
items in the list, for example P;B).

5. For dates, separate the month, day, and year with either a hyphen (-) or a
forward slash (/). October 5, 2006 can be either 10-5-2006 or 10/5/2006. Be
sure to include the full four digit year.

6. Format the condition the way it will appear on the report. For example to put a
condition on Age YY-MM Current, write the condition as 03-00 for age 3.

Page 46 of 88




WIC ExtraNet Training

For the second condition to this query you want just the information for
prescriptions for last month. Looking at the objects within the first folder and you
will see one called Valid Start Date Month/Year. Drag and drop it into the Query
Conditions area.

While the object is highlighted, look in the lower left area of the screen and you
will see the object description, “Prescription month and year in YYYYMM format.”
When you define the condition, you must write the month you want in that format.

Choose Equal to and then type the year and month for last month as YYYYMM,
for example 200607 for July 2006.

Your screen should look like the view below.

= California WIC Extranet |- [5]x]
Back | Forward | Stop | Refresh | Home | Print |
He e N =
el Participation Universe ® ﬁl +) "()I
autodialer Ml OhjeCts ¥ Query Canditions
Ersi[Participaton] & Category Equalto ll

- & Agency ID and
@ Clinic ID

8 valic Start Date Monthryear Equalto '200607 |
— @ RacialiEthnic ERtEll, IR

& RaciallEthnic Desc

&8 Reporting Race

&8 Reporting Race Desc

& Food Packet ID (2 characters)

ISI5 News I @ Food Packet 1D (3 characters)

IsIs - @ Food Packet ID (4 characters) |~ Document Filters
QMF - @ Category Drag abjects fram the list and drap therm here.
Addres= Book — @ Priority
& lssue Date
Qinic Rollout & Valid Start Date
@ Valid Start Date Manth/vear
- @ Ade Range
Log out . =

L @ Patticipation Gount

You have now finished applying the conditions to limit the data in this query to
the information you want.

7.1.4 Step 4: Running the Report

At this point, you can run the report. Click on the Run Query button on the
bottom right of the screen.

The report will appear as shown on the next page.
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= California WIC Extranet
Back | Forward | Stop | Refresh | Horme: | Print |

Home M Download Drill Refresh Edit Save Send g

-

Autodialer Last refesh: 33442006 04:29:46 PRI ||

200607

M00<01 |IC 56
1400<01 |IF 30
ISI5 News h01<02 |IB 56
Iqs;i WM01<02 [IC 73
Addres= Book Raleas |8 E6
102<03 |IB 63
Qinic Rollout W02<03 [IC 76
102<03 |IF 66
Leg out M03<04 B 41
103<04 |IC 63
103<04 |IF 70
M04<05 |B 23 |
10405 |IC 52
104<05 |IF &0
10506 |IB 45
M05<06 |IC 43
105<06 |IF 78
M05<07 |IB 23
10§<07 |IC 39
105<07 |IF 82
M07<08 |IB 23
107<08 |IC 45
M07<08 |IF g5 =

This report is rather difficult to read since some of the column information is
redundant. The ages are repeated for each packet type and packet types are
repeated for different ages. Reformatting the report can make it more readable.

For example, you will remember we placed the data object Valid Start Date Year
Month in the Section area on the Results tab. It appears once at the top of the
page instead of as a column. This creates a heading with the year and month for
this report. In this example for July 2006, 200607 is at the top of the page.

To do more formatting select the Edit button at the upper right of the screen and
return to the Results tab.

7.1.5 Step 5: Creating a Cross-Tab Report

A cross-tab with rows and columns will display the data in a more readable
format. When designing a cross tab, it is generally recommended to put the
object with the longer list of data on the left side and the object with the shorter
list of data across the top. To create a cross-tab, drag the Food Packet ID object
above the gray line at the top of the Table area. In a cross tab, always place a
Count (pink dot) in the lower right hand area.

When you make a cross tab, you also want to have totals for each column and
row. To do this, click on the Participation Count to open it. Then click twice on
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the calculator icon in the upper right corner of the screen. The calculators will
add row and column totals to your report.

You can experiment with your queries to see what your report looks like by
putting different objects into a cross tab table.

Your screen should look like the view below.

w. California WIC Extranet

Back | Fonward | Stop | Relfresh | Home | Brint |
gl Porticipationuniverse RO N LAMESRRRY P N
Autodialer I Objects ¥ Section
=Heat|Participation
— & Agency D & “Valid Start Date Man.. E
— & Clinic ID
+ 8 RacialEthnic Crosstab ¥
@ RacialiEthnic Desc
@ Reporting Race B Food Packet 1D (2 ¢...
@ Reporting Race Desc
— @ Food Packet ID (2 characters)
e (e |- @ Food Packet 1D (3 characters) @ Age Range ‘ olm‘ J
IS5 I 8 Food Packet 1D (4 characters)
QMF @ Category
Address Book - @ Friarity
@ lssue Date
Qinic Rollout @ Valid Start Date
— @ Valid Start Date MonthiYear
Log out - 8 Age Range

L @ Paticipation Count

_J Coill race:

Resitits Condition= ST Save and Close l Apply Format l Run Quory I

The first time you run a report, the Run Query button will be the only option
available. After running the query, you can make formatting changes by
selecting the Edit button at the upper right of the screen. As long as you do not
add new objects or conditions, the Apply Format button will appear. Since the
data for the report has already been retrieved from the database it is not
necessary to run the query again. The Apply Format option quickly rearranges
the data display according to your edits.

Always select the Apply Format button if it appears as an option. If the Apply
Format button is grayed out, select Run Query.
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The report will return in the new format as seen below.*

. California WIC Extranet BEIE3
Back | Fonward | Stop | Relfresh | Home | Brint |

Home N Download Drill Refresh Edit Save Send ¢

Autedialer Last reftesh; 8/24/2006 04:24 46 PM

200607

ISIS Mews
I5IS

QMF
Address Eook

CQinic Rollout

Log out

460 588 861 13312,042

MNrke

To print the report, first click anywhere on the report to select it. This will prevent
printing extra unwanted pages. Then click the gray Print button at the center top
of the screen.

You can also save this report to My Reports by selecting the Save button at the
upper right of the screen.

7.2 Using the Agency Snapshot Universe to Create a Report

All reports that you generate begin with a question. ldentifying the question is
the first step to a successful query.

7.2.1 Step 1: What is the Question?

You want to apply for a grant for overweight children. You would like to know
which clinic has the highest percentage of overweight children. You need to know
how many children are in each clinic in your agency and how many overweight
children are in each clinic.

! Notice that most of the 11-12 month old infants received an IT packet. With an IT packet you
cannot tell if they were breastfeeding or not. This data is only valid up to age M10<11 to
determine breastfeeding rates.
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Where will you start? What universe will you use? Which folder(s) will you use?

You are looking for a count, but you also want information about specific
participants in your agency.

In this case, you can use either the ISIS Reporting Information universe or the
Agency Snapshot universe. Both have the data objects you need to answer the
guestions. However, the Agency Snapshot universe has a consolidated data
object that can give you all the information you need in one query.

Select the Agency Snapshot universe. You are ready to drag and drop the data
objects to the Table area and/or Section area of the Results tab to create the
foundation of your report.

= California WIC Extranet | [=]x]
Back | Fomward | Stop | BRefresh | Home | Frint |
Home . = Il v Zv ==
Agency Snapshot Universe =& @ £ s&l 0l & b @ I FA A ?I:’II
Autodialer Al Objects ¥ Section
E}-@E ndliviclual el To creale sections, drag abvects from the st and drop therm
(@ Extract Date Bere. (optionai)
& Agency 1D
@ Agency Mame Table ¥
Create Report - @ Alpha Agency Name
e CI”_“_C o To cregte g table, drag oljects from
@ Individual ID the list and drop them here.
— & Family ID
b [ I @ Record Create Date
I513 - @ Farm Lang Pref
QMF @ Language Desc
Address Book — &8 MMT Referral
@ MNT Referral Desc
Qinic Rollout t @ Participation Indicat
t @ Participation Indicat
— @ Individual Count
Log out

L @ Family Count
Prenatal

Postpartum

Infant

Child

Dirug Alcohol Questior
Risk

Immunization
Individual R¥ Data
Family

Prenatal Qutcame
Participation
Cetification =

A = b

_J Coill race:

Results Conditions Settings
& Saveo and Close l Run Quory I

7.2.2 Step 2: Selecting Objects to Begin the Report

To determine the percent of overweight children at each clinic, you need to know
the total number of children in each clinic and the number of overweight children
by clinic

Find the Risk folder and open it. Highlight the data object Overweight and read
the definition in the lower part of the screen.
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= California WIC Extranet
Fonward | Stop | Eefresh | Home | Frint

Back |

Autodialer

I5I5 News
1515

QMF
Address Book

Qinic Rollout

Log out

All Objects ¥

gl gencysnapshotuniverse____________ ERNCER] [MERIERT B

Section

= @ %l

Individual

Prenatal

Postpartum

Infant

Child

Drug Alcohol Guestions
=+ Risk

i @ Risk Code

— @ Risk Code Desc

@ Smoking

@ Second Hand Smoke
i @ HGE HCT

i~ @ HGE HCT Desc

L @ Unigue Individual Cour
Immunization
Individual RX Data
Family

Prenatal Cutcome
Farticipation
Cetification
Demoagraphic

Race Ethnicity

Incame

Mon'WIC Services

Lah

Height ¥elght

A -

I

heve. (optional)

Table ¥

To create sections, drag objects from the list and drop them

To create 2 table, drag objects from
the list and drop them heve.

\ ForWomen and Children, did the participant have an overweightrisk? Values are 0 = Owerweight, ¥ = Very Overweight, R = Risk of

Cverweight (Risk for Children Only), Blank= ko Overweight Risk

Results Conditions Settings

|l o

l Apply Format l Run Query I

This is a consolidated data object that will return the number of overweight, at
risk of overweight and those with no overweight risk. This is exactly what you

need. Drag this data object to the Table section.

You also need a count (pink dot), so drag the data object for Unique Individual
Count to the Table section.

The data object for clinic is in the Individual folder at the top of the list. Add it to

the table

section.

Tip:

In this universe you can combine objects from one folder with those in another
folder in the same query.

Now format the report into a cross tab, add the calculators and check your results
with the example on the next page.
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Your screen should look like this.

. California WIC Extranet [_[=]x]
Back | Forward | Stop | Refresh | Home | Print |
H . = = —
Sl ngency Snapshot Universe =9 ML s&l Mol b b @ $I Al A ?EII
Autodialer. M Oblects ¥ Section
— & Clinic ID ﬂ Ta create sections, drag abjects from the st and drap them
- @ Individual 1D here. (optional)
— @ Family ID
- @ Record Create Date Crosstab ¥
Create Report |- @ Fam Lang Pref
- & Language Desc & Overwel
& MNT Referral
(& MMNT Referral Desc
I5IS N
o I @ Participation Indicator @cincd | | @ Unigue indbicual Sount| )|
1515 - @ Participation Indicator Desc
QWF I @ Individual Count
Address Book L @ Farnily Count

Frenatal

Ginic Rollout Postpartum

Infant

Log out Child

Drug Alcohol Questions |
ey Risk

& Risk Code

& Risk Code Desc

- 8 Risk Deterrnined Date

- @ Overweight

- @ Overweight Desc

&8 Smoking

& Second Hand Smoke

@ HGE HCT

i~ @ HGE HCT Desc

L @ Unigue Individual Count
Imrunization

Individual Rx Data =

| |rill mate

Results Conditions Settings

Save and Close l Apply Format l Run Query I

7.2.3 Step 3: Applying Conditions to the Report

Go to the Conditions tab. In this report, you want only the number of children.
Select the predefined condition Children from the list of objects within the first
folder and drag it to Query Conditions.

The data object, Unique Individual Count, counts All Records, which includes
certified participants as well as expired records. We want to count only the
number of children who are currently enrolled in the program, (Certified
Participants). To do this, find the Participation folder, and drag the data object for
the predefined condition, Certified Participants to Query Conditions.

Also remember that children under age two cannot have an overweight risk in
ISIS. If we include them in the count of children, the percent of overweight
children will be artificially low. To exclude them, go to the Demographic folder on
the Conditions tab and select Age Months. Select Between from the drop down
list, and write 24 in the first blank space and 60 in the second space.

Compare your work to the example on the next page.
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= California WIC Extranet | (5] x|
Back | Forward | Stop | Refresh | Horme: | Print |
H N e
il Agency Snapshot Universe QI +() "OI
Autodialer I Objects ¥ Query Conditions

Individual R Data 5 Wa Children |

Farnily And

Prenatal Outcome ?ﬁ Certified Participants |

e Patticipation And
%Cenmed Patticipants & fge Months Between ‘24 And ‘B0 |

T Certified Participants 15suad Fl
T Expired Participants
ISI5 Mews g Ea:?c?pagon :ng?ca:DrD
articipation Indicator Desc

HEED & Lastlssue Date

QMF & Food Packet 1D Drag ahfects from the list and drop them here.
Address Book Cedification
e Demographic
Ginic Rollout l:s Foster Ind

& Gender \

Document Filters

At this point, you can run the report. Click on the Run Query button on the
bottom right of the screen. A Values Prompt pop up box appears. There will be
list of extract dates to choose from. These are the dates that the monthly
snapshots of ISIS data were taken. Choose the most recent date available.

. California WIC Extranet HE R
Back | Forvsard | Stop | Refresh | Home | Print |
Home N = ==
Agency Shapshot Universe =2 M 8 s&l Mo b e G $I%* it - TEII
: All Objects ¥ Section
Autadialer
Framlang Pl |a| R .
T creats sections, drag abjects from the list and drap therm
@ Language Desc here, (optional)

& MNT Referral
B MNT Referral Desc Crosstab ¥

Create I!eporr @ FPaticipation Indicat Values Prompt
@ Participation Indicat

Pleaze pick an extract date
@ Individual Count
| Refrash

@ Family Count —
ISIS Mews | (as Prenatal 302008
ISIS Postparturn 2 |28i2008
QMF Infant 143172006
Address Book |28 Child 1263172005
Drug Alcohol Guestior 1113002005

i 1003172005
. [FHaall Risk
Qinie Rollout & Risk Code G/30/2005 =
& Risk Code Desc oot onns

Log out & Risk Detarmined De

@ Overweight

@ Cverweight Desc

& Smoking

& Second Hand Smak

@ HGE HCT

& HGBE HCT Desc

@|Unigue Individual C
Immunization —
Individual RX Data
Family

Prenatal Outcome 0K | cEncg\I Help I
8 Participation =l
|

i o

__|pril made

Sending to Server Save and Closa l Cancol Quory I

« IR 10:05 AM

Resuits Conditions?ﬁ Settings

Done

distart| |27 ® B G [ 2 B 5 @ @ 3 6 | C®hwde... |[= californ... @ ovell Gr... | #]3 Micro... -

Once you have selected an extract date, click OK and the report will run. Wait
for the results to appear.

Your report should look like the display on the next page.
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= California WIC Extranet
Back | Farward | Stop | Refresh | Home: | Print |

Home Download Drill Refresh Edit Save Send ¢

Autodialer Last reffesh: 5/17/2006 10:10:21 AN

nique Individual Count|Unigue Indrdual Count|Tnique Individual Count]
1481 433 381[z295

00z | 224 79 63| 366

003 | 332 90 &7 489

ISIS News m‘ o8 5 4l 37

113 S| 2065 607 515[3187

S Page 1

Addresz Book
Cliniz Rolleut
Log out

Done

7.2.4 Step 4: Setting Up the Format for the Report

This report tells you the number of children who are overweight, at risk of
overweight and not overweight. However, in order to determine which clinic has
the highest rate of overweight, we need to add percentages.

Click on Edit on the black menu bar to return to the Results tab where the
foundation of your report is displayed. Triple left click on the calculator to the
right of the Unique Individual Count. A Calculations option list will be displayed.
Check the box next to Percentages and click OK. See the example on the next

page.
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w. California WIC Extranet

Back | Farnward | Stop | Refresh |

Home Print

All Objects ¥ Section

Autodialer

@l gencysnapsnotumiverse_________[CENCER [LATIENTICRY P

I |

al

=Ha|Ind widual

— & Extract Date
@ Agency ID
-8 Agency Mame

To creai

te sections, drag objects from the list and draop therm

here. (optional)

Crosstah ¥

@ Alpha Agency Name
— @ Clinic D
i~ & Individual ID

& Overwei..

& Family 1D

b [ I @ Record Create Date

I5I5

& Cli

nic D @ Unigue Individual Coum‘]

& Farm Lang Pref
@ Language Desc
& MNT Referral

(& MMNT Referral Desc
@ Participation Indicat
i & Participation Indicat
- @ Individual Count

L @ Family Count
Prenatal

Postpartum

L]

QMF
Address Book

Qlinic Rollout

Log out

Drug Alcohol Questior
Risk

Imrnunization

(s Individual R Data

Prenatal Outcome
Participation
Cerificatian

] T—

]

Rosuits Conditiuns?j Settings

|

Calculations
Select the functions you want to apply:

| Sarent
_JCount
_JAvarage
| Minimurn
_JMaximum
iJPEI’CEI’TIagE

Ok I Cancel I Help I

__|oril made:

Sava and Cinsa

N annivFnrmar B Run onars .

When you apply format, you will see the percentage of children in the various
weight categories for each clinic. In the example below, the children at clinic 002
have the highest rate of overweight and risk of overweight.

What did you learn about the children at your agency?

w. California WIC Extranet
Back | Fomward |

Stop BRefresh |

Home FErint

Home 13

Autodialer

[ < S | e
i b nt|UTnicue Individua

2295[72.01%

64 53 18587 % 16 60 %
| 224 79 63| 366[11.48%

I5I$ Hews | 6120 % 2158 % 17.21%
1513 | 332 50 67| 4e8[15.34 %

ddrers o | £7.89 % 1240 % 1370%
| 28 5 4 37 116%

Glinle Rallout M| 75.68 % 13.51 % 1081 %

[t 2065 607 515[3127
Log out

Page 1

Download Drill Refresh Edit Save Send

Lact refrech: 5/17/2006 10:10:21 4WT
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7.2.5 Step 5: Using the Settings Tab to Change the Report Appearance

To add a title to the report, click on the Settings tab. Click on the white Title
section. Click in the Title text box in the left side green panel area. Type the
desired report title in this text box. In the example below, we typed the title
Weight Status of Children by Clinic.

. California WIC Extranet HE |
Back | Fomward | Stop | BRefresh | Home | FErint |
H ) _ T .
Sl Title Block Settings QI Ml b e S Q}I
Autodialer  Title [wreight Status of Chil . Lsst rarash <efresh_diia>
Weight Status of Children by Clinic
Colof —7 ™ —— n u
Border
Create Report Default = <Overweight>
. Unique Individual Coung
Inciert Horizarital <Clinic ID> U’E
ISIS News ID ij |Default ;I | 0
IS515
Tablg —M8 M Page <page>
i Border Pacidin Spacin a0e Shage
Addresz Book o i} o §JJ ID §JJ
Qiniz Rollout
Log out

To center the report under the title, click in the white area of the Crosstab box.
Go to the Horizontal box in the green panel area and click on the drop down
arrow to select Center.

Select the Apply Format button and the title will be displayed in your report.

The screen below shows your final report.

. California WIC Extranet [_[=5]x]
Back | Forward | Stop | Befresh | Home | Frint |
Home M Download Drill Refresh Edit Save Send
Autodialer Last reffeshy; 5/17/2006 10:10:21 AR
Weight Status of Children by Clinic
___ Sum Percent
Tnique Individ ount{T dividual Count|Unique Individual Count|
- 1481 433 381 2295|72 01%
ISIS Hews e 64.53 % 18.87 % 16.60 %
1515 | 224 79 63| 366/11 48%
QWF | 61.20 % 21.58 % 17.21%
Addrese Baok ﬂ| 332 90 &7 4891534 %
g | £7.89 % 18.40 % 13.70%
| 23 5 4 37) 116%
Log out | 7568 % 13.51% 10.31 %
Surm| 2065 607 5153137

Page 1
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To print the report, click on the report to select it and then click Print on the gray
button at the top of the screen.

To save the report in My Reports, click on Save at the upper right of the screen.

Run the report again and choose the extract date for one year ago. Compare the
rates of childhood overweight.

8 Downloading a Report

Hurray! You got the obesity grant. Now you want to pilot some family centered
childhood obesity classes for the three and four-year-old children at clinic 002.
Invitations to the special classes will be mailed to the families. You need to know
the primary language so the flyer will be in the correct language. You also want
to specify the child’s name so the families will bring the right child to the group.

8.1 Using the ISIS Reporting Universe to Create a Report

Let's create a report to produce a mailing list and gather information about just
the overweight children at clinic 002. We will create a database of overweight
children at this clinic that can be downloaded into Excel.

8.1.1 Step 1: What are the questions?

e Who are the three and four-year old overweight children at clinic 002?

e What are the names and addresses of the families at clinic 002 with these
overweight children?

e What is the primary language of each family?

For this query, we will use the ISIS Reporting Information Universe. The address
fields in this universe are updated every few minutes, while those in the Agency
Snapshot Universe are only updated once a month.

Go to Create Reports and select the ISIS Reporting Information Universe.

8.1.2 Step 2: Selecting Objects to Begin the Report Foundation

Since address is part of the family record in ISIS, open the Family Information
folder to see the list of data objects. Drag and drop the objects for Family Name,
Street Address and City/State/Zip to the Table section. These three data objects
have all the information you need to make mailing labels. Just line them up in
one long row.

Next drag and drop the object for Language Pref into the Table Area.
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From the Individual Information list, add the objects for Name and Age in Years
at Extract. From the Risk Information subfolder, select Risk Code and add it to
the Table section. Compare your work to the on the next page.

= California WIC Extranet [_[=[x]
Back | B | Stop | e | e | Bint |
Home: ~ N = p -
1515 Reporting Informatien 2L s&l Ml b e G $I EA A ?ﬁl
Autodialer Al Ohiel:t.s _ v _ Section
E—gﬂ Indlvlnjual Infarmatior| &| To create sections, drag objects from the st and drop them
& Period # here. (optional)
(@ Extract Date
@ Individual ID Table ¥
Create Reparr {- @ MName in 2 crosstak, drag an object from the Nist and drop It here. (optional)
@ Agency ID
@ Clinic ID mily Name | @ StreetAddress| & CityState/Zip | & Language Pref| & Name | & Age Years at Extract| & Risk Cod
@ Family ID
ISI5 News CAGRE E E
IsIs |- @ Age Years at Exrac
CMF - @ Age YY-hiM at Extra
Address Eook & Age Years Current

@ Age Y-MM Curremn
- & Racial Ethnic

(- @ Language Pref

- @ Language Descrip
& Category

— & EDD

& Cert Start Date
(@ CertEnd Date

& Gender

{~ @ Priority

(@ Intervention Lewel
& TANF Status

(- @ Food Stamp Status
@ Health Care

(@ Farmnilies

@ Certified Participar,
@ Certified Pamciparll

4 - D [« Ty

Qinic Rollout

Log out

__lprit made

Save and Claseo Apply Format Run Quory

Resuits | Conditions 75| Settings

Tip:
Note that as more objects are added to the row, a scroll bar at the bottom of the
Table Area appears and allows you to view the objects to the right. (Arrow)

8.1.3 Step 3: Applying Conditions to the Report
Go to the Conditions Tab. What conditions do you want to set to limit the data in
your query?

e Limit the report to children.

e At clinic 002

e 3 and 4-year-olds

e Just the children who are overweight or at risk of overweight.

On the Conditions tab, drag and drop the predefined condition Children into the
Query Condition area.

Next drag the object for Clinic ID into the Query Condition area. Click on the

blank space with the single quotes and select Enter a Constant. Add the desired
clinic ID by typing in 002.
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Tip:

You can set conditions on objects that are not in your report. In this example,
Clinic ID is not on the Results tab and will not appear on your report. However,
only information for clinic 002 will be returned when you run the query.

Drag and drop Age Years at Extract to the Query Conditions area. Click on Equal
to and select Between from the drop down list. Two blank lines with single quotes
will appear. Click on the first blank line, select Enter a Constant and type in a 3.
Click on the second blank line, select Enter a Constant and type in a 4.

Tip:

When putting a condition on numbers and dates always use Between, Not
Between, Greater Than, Greater Than or Equal to, Less Than, Less Than or
Equal to, instead of In List.

Next we want to place a condition so that only the children who are overweight or
at risk of overweight will appear. In this universe, we have to do this by putting a
condition on Risk Code. The Risk Codes for Overweight and Risk of Overweight
are A24 and A26.

Let's try another way to set this condition. Go back to the results tab and click on
the Risk Code box in the Table area to open it. Then click on the predefined
condition icon in the upper right corner. This will automatically take you back to
the conditions tab and places Risk Code in the Query Conditions area. All you
have to do is fill it in.

Click on the Equal to and select In List from the drop down list. Type in A24,A26.
Remember to capitalize the letters and do not put a space between the items.

Your conditions should now look like the example below.

Query Conditions

& Children |

& Clinic ID Equalto '002 |

{

And

And
& Age Years at Extract Between '3' And il

And
& Risk Code InList ‘424 AQE'l

Run Query and the results will look something like the example on the next page.
This example shows only the far right of the report and names have been
removed to protect the privacy of the participants.
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&_California WIC Extranet [-[5]x]
Back | Forward | Stop | Refresh | Home: | PBrint. |
Home N Download Drill Refresh Edit Save Send
Autodialer zoos 05:52:24 PaL M
|

_ Ch be) anguage Pre =

. CIR PETALUNMA, CA 94354 SP AZ6 3

| PETALUMNA, CA 54554 sP AZG 4

PT 607 PETALTUNA, CA 24554 sSP A24 3

ISIS News D PENINGROVE, CA 94951 P A24 3

ISIS AT DPETALTIMA, CA 95542 SP AZ6 4

QMF TESE DR RONHERT PARE, CA 94928 EN A2 3

Address Book & CT EOHNERT PARE, CA %4928 EN AZ6 4

1R CIE PETALUMNA, CA 54554 sP AZG 3

Log out | ¥ CTR. PETALUMA, C4 94954 EN A26 3

JR CIE APT 117 PETALUNA, CA 94854 P A24 3

DPETALUNA, CA 94852 P A24 3

JE CIR PETALUNMA, CA 94554 EN AZ6 3

CIR UNIT 12 PETALUNMA, CA 94554 EN AZ6 3

T APT A PETALUMNA, CA 84552 EN A4 4
)R AVE PETALUMA, CA 94554-3457 [EN A4 4 =
1| I

Inona

8.2 Downloading Data

You have two options for downloading your report to your PC.

e You can download the data for use in other applications such as MS-Excel
and MS-Word. Your results will look like a database table and you will be
able to manipulate and format the data as you wish.

e You can also download the report as HTML. In this case, the report will
look much like it did in the ExtraNet. You will not be able to manipulate the
data, but you can attach the report to email to send to others. This does
not work for reports that are more than one page long. Only the first page
will be downloaded.

In this example, we will download the data.

Tip:

You can only download reports to the C drive of your PC. If you are on a local
network and you normally save your work to a network drive, you will have to
download and save the report to your C drive first. Once it is on your hard drive,
you can save it to your network drive. The first time you download data, set up
a folder on your C drive called Extranet Downloads.

To download the report click Download on the Black Bar. On the next screen
choose Download Data.
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= California WIC Extranet [_[=[x]

Back | o | Stop | Eefresh | Home | Fiint |

WIC Exi

WIC Reports
Just In...

My Reports
Create Report
Search Reports

Report Options

A file Download popup appears. Select Save. Notice the Save box is already
selected.

= California WIC Extranet = [=[x]

Back | o | Stop | Eefresh | Home | Fiint |

WIC Exi

WIC Reports
Just In...
My Reports
s s File Download [x]
Search Reports
Report Options Some files can harm our computer. If the file information below
Iooks suspicious. or you do not fully trust the source, do not apen or
save this file.

File name: Mail list For CSFP.csy
File: type:

Fram: wigiis 1, wicprod.dhs.ca.gov

“would you like to open the file or zave it to your computer?

Open I Cancel More Info

| &lways ask before ?mng this type of fils

/
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After you click Save, a dialog box appears called Save As. Make sure that the
Extranet Download folder appears in the Save In box. In File Name, a default
name for the report is created by the system. You can type in a new report name
in the File Name window. In this example, we named the report Overweight
Children Clinic 002 5-17-06.

=~ California WIC Extranet BEIE
Back | Fomward | Stop | BRefresh | Home | Frint |

WIC Reports
Just In...

My Reports
Create Report
Scarch Reports

File Download 1 S
Save As

Save jn Ia Extranet Downloads ﬂ - &f Elv

Anemia Reports

Bye Bye Bottle

Participation study reports 9-05

11-03 Clara.csy

126-County Obesity data-Count of all children age 2 and up 1-2-05.csv
126-County Obesity data-Count of overweight children age 2 and up 1-2-05
200310 BF COUMT.Cav

8] 3-05 Pt by city.ose

0 | #]3-2008 Unissued future appt.osy

3-2006 Unissued.csy

3-2-04 ppts with blood results.csv

Report Options

[

File name: IDverwaighl Childien Clinic 002 5-17-08 LI Save I

| Saveastype I.csv Document ;I Cancel |
7

[Mane

Tip:
It's always a good idea to add the date to the name of your data downloads.

Click on Save. You will get a message indicating that the download is complete.
You cannot open the downloaded report from within the ExtraNet, so click on
Close.
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Open Excel. Find the Extranet Download folder on your C drive and open it. You
won't see your report in the folder because it was saved as a CSV file and Excel
is looking for Excel files. Change the Files of Type to All Files and your report
will appear.

E3 Microsoft Excel - Book?2 - = x|

2 Eile Edit Wew Insert Format Tools Data  Window Help Type a question far help - _ &8 X
NEHRISRAIVE % L@ F9-= | il 0 -|B I O H|s w8 &-A- B
i ot e [RE B ?
. Open 2l xl

& | Lok i IJ Extranet Downloads ;I @~ Q X &~ Took~ ‘ L | Il | I | 8] | =
. o

My Recent

Documents

—
Desktop

My Documents

5
My Computer
:_!)] File name: hd QpeEn -
My Netwark _I
Flaces Files of bype:  [picrosaft Ofice Excel Files Fl® F sy *olay Folky Fo] - | Cancel

N
All Microsoft Office Excel Files {*,xI*; * xls; * xt; * htm; ¥}
Microsoft OFfice Excel Files (*.x*; *,xls; *.xla; *.xlt; *.xln

&l web Pages {*.htm; *.html; *.mht; *,mhbkml)

®ML Files (* xml)

Text Files (*.prn; *.bxt; *.csw) >

T [ T T ey ) g =

Double click on the file name. The file will open in Excel. The screen below
shows a view of data in Excel that was downloaded from the ExtraNet.

J@ Eile Edit WYiew Insert Format Tools Data Window Help ;Iiljﬂ
A B [ C [ 5] e [ F [ & [ H | | 1 =

| 1 |Mame Family Name Street Address  City/State/Zip guage IRisk Codefears Current —

| 2 |DONALD CDAISY DUCKH123 MAIN ST ROHMERT PARIK, CA 54528 EN A24 5

| 3 |MARY JOMMOTHER JO 124 MAIN ST PETALUMA, CA 94954 EM A24 3

| 4 |MARIA GAELENA GAR 128 MAIN ST PETALUMA, CA 94952 EM A24 4

| 85 |SUSIE SMLILY SMART 126 MAIN ST PETALUMA, CA 94954 SP A26 5 I _I

| 6 |MICKEY b MINNIE MOL127 MAIN ST PETALUMA, CA 94954 5P A24 3

| 7 |JOSE GARANA RAND 128 MAIN ST PETALUMA, CA 94954 EM A24 4

| B |LEWWIS DU PATRICIA DU129 MAIN ST ROHMERT PARIK, CA 545828 EN A26 5

| 9 |[AN TORFPATRICIA TC130 MAIN ST COTATI, CA 94531 5P A6 3

| 10 |IDA ORTIZ LUCIA ORTIz 131 MAIN ST ROHMERT PARK, CA 94928 SP A6 3

| 11 |STEFHEN ARACELI G132 MAIN ST PETALUMA, CA 84954 EM A2B 4

| 12 |STEPHANIASHLEY PO 133 MAIN 5T PETALUMA, CA 94954 EN A6 4

| 13 |JORGE RLALMIRA RUL134 MAIN ST PETALUMA, CA 94952 SP A24 4

| 14 |OSCAR RUKRIZTIN JON 135 MAIN ST PENNGROYE, CA 94951 SP A24 5

| 16 |MICHAEL : SHIRLEY Sh136 MAIN ST PETALUMA, CA 94954 SP A24 4

| 16 |ELIZABETHMEGAN OSE137 MAIN ST PETALUMA, CA 94954 SP A6 3

| 17 |SAMUEL FGRISELDA K138 MAIN ST PETALUMA, CA 94952 SP A24 5

| 18 |SAMANTH GENMIEWE 139 MAIN ST PETALUMA, CA 94954 SP A24 5

| 18 |FREDDY CMILLY CARC140 MAIN ST PETALUMA, CA 94954 5P A24 3

| 20 | ANGELA ~MARIA ANG 141 MAIN ST PETALUMA, CA 94952 SP A24 £

| 21 |JOSE GARANA RAND 142 MAIN ST PETALUMA, CA 94952 SP A26 5

| 22 |LEWIS DU PATRICIA DL143 MAIN ST PETALUMA, CA 94954 5P A6 3

| 23 |VAN TORFPATRICIA TC 144 MAIN ST COTATI, CA 94931 EM A24 3

| 24 |IDA ORTIZ MARCIA OR| 145 MAIN ST PETALUMA, CA 94954 SP A24 4

| 25 |STEFPHEN ARACELI GA146 MAIN ST PETALUMA, CA 94954 5P A6 3

| 26 |STEFHAMNIASHLEY PO 147 MAIN ST PETALUMA, CA 94954 SP A6 4

| 27 |JORGE RLALMA RUNM148 MAIN ST SANTA ROSA, CA 95407 SP A2B 4

| 28 |GUADALL GRISELDA 1149 MAIN ST PETALUMA, CA 94954 SP A26 4

| 28 |DOMNALD CGENMMIEWE 150 MAIN ST PETALUMA, CA 94954 SP AZ26 ]}

| 30 |RICHARD MILLY CARC151 MAIN ST PETALUMA, CA 94954 SP A26 5 -

14> [ Dverweight Petaluma Kids 12-10- 1] _;”J

J Close Full Screen
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You can transfer data from this table into Word or Access to make mailing labels
for mailing the invitations to the families. You can also use Excel to make charts,
counts and other summary reports of your data.

8.3 Making a Pivot Table in Excel

You want to make the invitations in the appropriate language. How many of each
language will you need? How many 3 and 4 year-olds are in each language
group? An Excel Pivot Table is an easy way to summarize large amounts of
data.

In Excel, click on Data in the menu bar and then click on Pivot Table and Pivot
Chart Report. A wizard will guide you through the process. Click Next and then
Next again to select all the data in your spreadsheet.

&) Ele Edit View Insert Format Tools M Window Help ;Iilzl‘
A | B [ C | D | E F 6 | H | g 3
[ 1 iMame Family Mame Street Address  City/State/Zip guage IRisk Coderears Chirrent
| 2 !DONALD CDAISY DUCH123 MAIM ST ROHMERT PARK, CA 94928 = EN AZd 3 )
| 3 MARY JOMMOTHER JO 124 MAIM ST PETALUNMA, CA 94954 EM AZd 31
| 4 MARIA GAELENA GAR 125 MAIM ST PETALUMA, CA 94952 EM AZd 4
| 5 |SUSIE SMLILY SMART 126 MAIM ST PETALUNMA, CA 94954 SP A6 30
| 6 MICKEY MW MINNIE MOL127 MAIM ST PETALUNMA, CA 94954 SP AZd 5] E
| 7 WOSE GAFANA RAND 128 MAIM ST PETALUNMA, CA 94954 EM AZd 4 1
| B LEWIS DUPATRICIA DUI2S MAIM ST ROHMERT PARK, CA 94928 = EN A6 3 !
| 9 VAN TORFPATRICIA TC130 MAIM ST COTATI, CA 94931 SP A6 3
e 2
12 !STEPHANIASHLEY PO 1| Where is the data that you want to use? 4 |
| 13 }JORGE RLALMIRA RUL1 4 E
[ 12 10SCAR RUKRISTIN JOM | porger [0 I ER
(15 MICHAEL {SHIRLEY Sh1 o e () !
\
%Ejﬁ'ﬂ A oSt ] corcel | <pack [ mews | men |3 |
| 18 'SAMANTH GENMIEVE 139 MAIM ST PETALUNMA, CA 94954 =i AZd 3 )
| 19 )FREDDY CMILLY CARLC140 MAIM ST PETALUNMA, CA 94954 SP AZd 31
| 20 JANGELA AMARIA ANG 141 MAIM ST PETALUMA, CA 94952 SP AZd 3.
| 21 JJOSE GAFANA RAND 142 MAIM ST PETALUMA, CA 94952 SP A6 30
| 22 ;LEWIS DU PATRICIA DU143 MAIM ST PETALUNMA, CA 94954 SP A6 5] E
| 23 VAN TORFPATRICIA TC144 MAIM ST COTATI, CA 94931 EM AZd 3
24 UNA OPTIZ WADCIA OB 1AS WAIN ST DETAILIMA (A 64054 =] 24 4

In the next box of the Pivot Table and Pivot Chart Wizard, click on Layout. Drag
and drop the language box into the row section, the Age Years box into the
column section, and the Name box into the data section. This is just like the
cross-tab you made in the ExtraNet and will give you a count of the number of
children (names) in each language and age group. Click OK.

|7 Fie Edit View Insert Farmat Tools Data Wwindow Help - |ﬂ|5||
A | B [ ¢ ] D [ E] F [ &6 H | [

| 1 [Mame Familv Name Street Address | Citw/Statal7in nane (Risk Codefrars Current I—
B vl ana Pt wizad - Loyt~ R

3 |MA
R N N Construck your PivotTable by dragging

5 |SL! . e the fisld buttans on the right to the ZI
E MIC diagram on the left.
| 7 |Jos
| 8 |LEY
| 8 |IVA Age Yeard
| 101D [ pacE | e ear] CoOLUMM

11|=TE Languag .
HEL:

13 |JOF
E 05 ROMW DATA City/Skate]
15 uc

16 |ELL
47 |5 |
| 18 |SA1 -
19 |Fre
| 20 [ AN e | T I
| 21 |10
| 22 |LEWWIS DU PATRICIA DU143 MAIN 8T PETALUMA, CA 94954 A26 g
| 23 |IVAN TORFPATRICIA TC 144 MAIN ST COTATI, CA 945931 A2 5

24 |IDA ORTIZ MARCIA OR145 MAIN ST PETALUMA, CA 94954 A4 4
| 25 |STEPHEN ARACELI GZ146 MAIN ST PETALUMA, CA 94854 A2G 3
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Click on Finish. Excel will summarize your data like the chart below. It looks like
we will need 35 English invitations and 62 in Spanish.

|@ File Edit Wiew Insert Faormat Tools Data Window Help

A | B | C | p | E |

1

2

3 |Count of Name  [Age Years Current |

4 |Language Pref - 3 4| Grand Total

_5 |EM 20 15 35

6 |SP 34 28 B

{ |Grand Total a4 43 =

8

=N

b
m]

Look at the bottom left of your screen and note the Sheet 1 tab that was added.
To get back to the data sheet, click on the tab labeled with your file name.

To save the file in Excel, click on File, Save As. In the Save As Type box, select
the latest version of Excel from the drop down list. Click on Save.

8.4 Downloading a Report as HTML

| Go back to the ExtraNet
and download the when this download occurs, any existing files in 'C:uwICsave will be replaced. Do you want to save any

existing files first?

report again. This time
select Download
Report. The first time Lo ] w |

you do this, a new file,

WICsave, will be created on your C drive. This is where your reports will always
be downloaded. A pop up will appear to ask you if you want to save any existing
files in this folder, since the new download will replace anything else that is there.
Click Yes if there is something there that you need to save. Click No to proceed

with the download. IC Extranet X

The report was successfully downloaded to 'CHWWICsavewebiDoc. bt

Click “fes' to sawve existing files first. Click 'Mo' 1o download now and overwrite any existing files.

Once the file is

down|oaded yOU W|" If you plan on attaching the report as an attachment 1o an email message, be sure to include all of the
X ! . files in this falder .

receive a popup with

the name and location

of the new file,

C:\WICsave\WebiDoc.htm. Locate the file, open it, and save it in a different file

with a new name. The report is saved and can be emailed to others as an

attachment.
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9 Case Study 1—Risk Data Scenario

Your agency is considering doing some targeted intervention for participants who
have anemia. Initially, you would like to know how many participants have a low
hemoglobin / hematacrit in each category so you can better plan your efforts.

9.1 Step 1. What is the question?

You want to know how many participants in your agency have low or very low
HGB or HCT. Which category of participant has the highest rate of low or very
low HGB or HCT?

It is important to clarify what you are looking for when preparing your report. You
want counts of participants, by category, who have a normal, low or very low
HGB or HCT .

You want to limit the count to those who are currently certified and to those who
have up-to-date blood test results in their record.

Now that you have specified your questions, you are ready to begin building your
report.

9.2 Step 2: Selecting a Data Universe

In this exercise you will be using the Agency Snapshot Universe. This universe
has a consolidated field that includes those with low and very low HGB or HCT
as well as those with no HBG HCT risk. This universe also has a condition that
will limit your query to participants with an up-to-date HGB HCT value in the
record.

9.3 Step 3: Choosing the Columns you want to show on your Report

After clicking on the Agency Snapshot Universe you will be presented with the
screen on the next page. While on the Results tab, drag and drop the Category
object into the Table area. You will find this in the Certification folder.
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. California WIC Extranet HE e
Back | Fomward | Stop | BRefresh | Home | Frint |
il Agency snapshotuniverse R NCE- R AT R PSR |
Autodiler Ml Objects ¥ Section
[P RGE = =
. o create sections, drag objects frarn the st and drop therm
5 Child here. (optional)
Drug Alcohol Guestions
Eral Risk Table ¥
- @ Risk Code To begin 8 crosstab, drag an okject from the fist and drop it Reve. (aptional)
@ Risk Code Desc
@ Risk Determined Date @ Category
@ Cwenweight
ISIS News - @ Overweight Desc
ISI5 & Smoking
QMF - @ Secand Hand Smake
Address Eook @ HEBHCT
@ HGEB HCT Desc
linic Rollowt - Umql..le Individual Count
Imrunizatian
Individual Rx Data
Log out armily
Prenatal Qutcome
Participation
= Cartification
[
@ Priority

— & Enrall Date

— @ Cert Start Date

@ CertEnd Date e
@ Fallow Up Ed

@ Interven Level

@ Inelig Disqual Code

~@ 10 Doc

— @ |0 Do Dest

= BTN Sl

Category at Certification P=Prenatal B=Br 10 MN=ron-Br 10 I=Infant C=Child

| il mace

Results Conditions Settings

Save andCiose | ApplyFormat | Run Query I

After choosing Category, open the Risk folder and drag and drop the HBG HCT
and the HGB HCT Desc objects to the table area. Also add the Unique Individual
Count. Your screen should now look like the one below:

= California WIC Extranet |- [=]x]
Back | Fomward | Stop | BRefresh | Home | FErint |
Home . = £ & Ml b L $ Av Z+ ZE
Agency Snapshet Universe = Gl E g @ G-t & € ?I:‘I
Autodiler Ml Objects ¥ Section
[P RGE =
&R Child To create sections, drag objects from the st and drop them
£ I here. (optional)
= Drug Alcohol Questions
B R’IS}.{ Table ¥
Create Report - 8 Risk Code To begin a crosstab, drag an object from the list and drop it here. (optionas)

@ Risk Code Desc
@ Risk Determined Date

i B Categary & HGB HCT B HGB HCT DESC‘ @|Lnigue Individual Coun ”
I @ Cverwelght
ISIS News I @ Overweight Desc
I5IS — & Smaoking
QMF I @ Second Hand Smoke
Address Book ladinllElnlonr

8 HGE HCT Desc
L @|Unigue Individual Count]
Immunization
Individual R¥ Data
amily
Prenatal Outcome
Participation
Erasy Certification
|~B Categary

@ Dvinvibg

Qinic Rollout

Log out
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9.4 Step 4: Creating a Cross-Tab Report

Once you have selected all of the objects, convert the display to a cross tab by
moving the object for category above the gray line. Add one calculator below the
Unique Individual Count. Triple click on the calculator and check the box next to
Percentage. When you are finished, the screen should look like this.

= California WIC Extranet [ [5]x]
Back | Forward | Stop | Befresh | Home | Frint |
H : = : —
il Agency Shapshot Universe =9 @2 s&l 0l = bt P $I A A ?Ell
Autodialer M 0hjet:t§ _ v Section
E@ Individual =l To create sections, drag objects from the st and drop them
= (@ Extract Date heve. foptional)
— & Agency D
- 8 Agency Name Crosstab ¥
Create Report & Alpha Agency Mame
@ Clinic ID @ Categony
@ Individual ID
— @ Farnily 1D
e - 8@ Record Create Date @HOBHCT | @HOBHCTDese| @ Unigue Individual Count|
1515 I @ Fam Lang Pref
QMF @ Language Desc
Addresz Book — @ MMT Referral
i @ MMT Referral Desc
Clinic Rollout — @ Participation Indicator
— @ Paricipation Indicator Desc
- @ Individual Count
Log out

L @ Farmily Count
Prenatal

Dirug Alcohol Questions
Risk

Immunization
Individual R¥ Data

Participation
Certification
Demographic ~

|l o

Done

Now that you have identified what you want to see on the report add the
conditions.

9.5 Step 5: Applying Conditions to the report

At the beginning of this exercise, we said that you want certified participant who
have no, low or very low HGB HCT risks. To include only certified participants,
drag and drop the predefined condition Certified Participants to the Query
Conditions area. You will find this condition listed in the Participation folder.

You want to limit the report to participants who have an up-to-date blood test
results in their records. Scroll down in All Objects and open the Lab folder.

Drag and drop the HGB HCT Up To Date Desc object under Certified
Participants in the Query Conditions area. Click in the blank space next to Equal
to, select Enter a Constant and type YES in the space. Your Conditions should
look like the example on the next page.
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EEE

Home | Print |
I < <0 -0 -0}
Query Conditions
] ia|Certified Participants |
And

& HGB HCT Up To Date Desc Equalto 'YES'

Document Filters

| Drag obfects fram the st and drop them here.

9.6 Step 6: Running your report

Now you are ready to run the report! Click on Run Query. You will be prompted
to pick an extract date. Choose the most recent date. Click OK.

= California WIC Extranet [ [5]x]
Back | Fomward | Stop | Refresh | Home | Frint |
H .
ome Agency Snapshot Universe —'QI‘O ‘()
Autodialer M Objects ¥ Query Conditions
] -
Child = Ta Certified Partticipants |
4 Drrug Alcohol Questions And
=+ Risk & HGE HCT Up To Date Dese Egual to 'YES‘l
— @ Risk Code
Create Report @ Risk Code Desc Values Prompt
- 8 Risk Determined Date Please pick an extract date
@ Cwerweight B :I Refresh
ISIS N @ Owerweight Desc A{30P2006
ews
. - & Smoking /3172008
@ Second Hand Smoke 212802006
QMF B HGE HCT 10312006
Addrecs Eook @ HGE HCT Dest 1203142005
— @ Unigue Individual Count 1103012005
Ainic Pollout Immunization 10i3112005
Individual R¥ Data nranmnns =
Log out amily

Prenatal Outcome

Demographic
Race Ethnicity
Incorme
Mon WG Services
el Lab
@ Hermo
@ Hema
@ Hemo Hema Date
@ HGB HCT Dese ox | cancel | hen |

@|HGE HCT Up To Date Desc |
Height Wieight = I

ForvWamen and Children, indicates if participant's blood testwas up-to-date as ofthe Extract Date, based on the policy requirments for their
category. Thisis not calculated for Infants.

Gonditions T3 Save and Close | Gancel Query I
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While your report is running there is a Cancel Query button available in the
bottom right corner. This button can be used to cancel your query if you wish.
Please note that it takes this button awhile to stop a report from processing. If
you start to run a query and then decide you want to change it, you will find it
quicker to let the report run and then make your changes in edit and run it
again.

The report results will look similar to the example below.

w. California WIC Extranet [ [=]x]
Back | Fonward | Stop | Refresh | Home | Print |
Home M Download Drill Refresh Edit Save Send ¢
Autodiler Last refresh: 6/20/2006 02 35:02 B0
) 4791 % 515 %
71 1485% 43 147% 21 1795% 6| 129%
ISIS Hews S 473 2033 117 465
L] [ — 11.97%| 100.00%| 7344% 100.00%| 293% 100.00%| 11.67%| 100.00%
QMF
Addres= Book il
Qinic Rollout
Log out
1 I

Look at your report. What did you learn about your agency? Which category
has the highest number of participants with a low or very low HGB HCT? Which
category has the highest percentage of participants with a low or very low HGB
HCT?

Run the report again and pick an extract date from a year ago. Did your rates of
a low or very low HGB HCT increase or decrease in the last year?

9.7 Step 7: Adding a Title to the Report

Now you are on the last step in the creation of your report, adding the title. Click
on the Edit command one more time. Next, click on the Settings Tab. That will
bring up the screen on the next page.
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. California WIC Extranet | [=]x]
Back | Fonward | Stop | Eefresh | Home | Frint |
Ml Title Block Settings @ Ao L e e ]
Auvtodialer  Tie |GB HCT by Categary . Last refresh <re1resh_date;
Rates of Low HGB HCT by Category
Colot ——————— n [ |
Borider
Default - <Category>
5 Unique Individual Count
Inclert: Horizontal <HGB HCT>|<HGB HCT Desc> 0
ISIS News ID ij |Default ;I ‘ 0
IS515
Table — 5
QMF Eorder Pacidity Spacin 28 ager
Addrezz Book m ﬁ IBLE_%J
Ciniz Rollout
Log out

Click once in the white Title portion of the screen. Your options in the light green
portion of the screen will change to those related to the Title.

Click on the text box next to the Title prompt and type the title you wish to give
your report. You will notice that as you type the title appears in the Document
portion of your report.

You can then use the other options to change the font, size, color etc of your title.
When you are finished, click on the Apply Format button.
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There you have it, your final report. You may now click on the Save command in
the upper right portion of the screen and save your report.

w. California WIC Extranet HEIE
Back | Forward | Stop | Befresh | Home | Frint |
Home N Download Drill Refresh Edit Save Send
Mt Lact refbech; 6/20/2006 02:35:02 DB
- Rates of Low HGEB HCT by Category
TTnicue Individual Count|Tnicue Individual Count|Tnicue Individual Count|Tnicue Individual Count|
3724 % 2741 9345 % 39 3333% 436 93.56%
ISIS News 47.91 % 149 508 % 57 4372% 24 5.15%
ISIS W 14.85 % 43 1.47 % 21 17.95% 6 1.29%
QMF Sum: 478 29232 117 466
address Boekl  |po, oy 11.97%| 10000%| 7344%| 10000%| 293%) 10000%| 1167%| 100.00%
Qinic Rollowt g 1
Log out
. [
[ap—

9.8 Step 8: Saving your report

Click on Save in the upper right corner of the screen.

Enter a name for your report and a brief description. It is suggested that you give
it the same name as the Title of the report. You also have the option of saving
the report into an appropriate Personal Category.

When you are done, click on the Save button.

Now this report is available to you whenever you need it. Just open it from My
Reports, click on the Edit command and click on Run Query.

Congratulations, you have successfully completed the case study.

Page 73 of 88



WIC ExtraNet Training

10 Case Study 2 -- Participation Scenario

You would like to check your participation every morning to see how you are
doing for the month. Create a report that shows participation by clinic and by
category for the current month.

10.1 Step 1: What is the question?

From the description above you are looking for participation counts for your
agency. You want this count broken down by clinic and again by category with
totals for each breakdown.

You want this information for the current month

10.2 Step 2: Selecting a Data Universe and Folder

Click on the Create Report and select the Summarized ISIS Information
Universe. This universe contains summarized information, one type of which is
Participation information.

. California WIC Extranet BE E
Back | Fomward | Stop | Refresh | Home | Print |

WIC ExtralVet

Home
This list was last refreshed: Aug 25 2006 09:35:26 .

Autodialer

W [Name ¥ From Date

™ Agency Snapshot Universe (ASHAF) Universe 5/15/2006 7:33:05 AM

Breastfeeding Summary (BF_SUMM) Universe. 8/22/2006 1:42:34 PM

Cormbination Feeding Summary (BFICSUMM Universe. 8/22/2006 1.46:55 PM

Participation Universe (PARTCE) Universe B/22/2006 1:43:14 PM

ISIS News Patticipation Y¥WIC Reparts Universe Universe. 6/19/2006 2:18:20 PM

— (PARTOF

—— SUMMARYl) Universe. 77972002 9:22:58 AM

Address Book " Unissued Prescription Detail (IINISSDTL) Universe. £/15/2006 2:20:33 P
T /2 Reporting Information (Workings) Universe 7/972002 3:33:12 AM

Qiniz Rollout

The Participation Summary | folder contains information on WIC participants from
the beginning of ISIS until the close of business yesterday. Since you want up-
to-date information for the current month, this is the folder to use.
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10.3 Step 3: Choosing the columns

From within the Participation Summary I folder, choose the following columns:
Valid Start Date — Year Month, Clinic ID, Category, and Participation Count.

= California WIC Extranet [_[=]x]
Back | o | Stop | Eefresh | Home | Fiint |
] summarizedisisinformanon ________ CESCN-F LATENFICRT P A |
Autedialer All Objects ¥ Section
E"Eﬂ Participation Summary| o create sections, drag objects from the [ist and drap them
| @ Agency 1D here. (optional)
@ Agency Name
— @ ClinicID Table ¥
- @ Clinic Name T begin & crosstah, drag an abject from the Jist and drop it here. (optionai)
@ Category
8 Sort Nbr & valid Start Date - Year M... | 8 Clinic ID & Category ‘ @|Partizipation Caund]
@ Food Packet 1D (2 Char
HER ) (s - 8 Foou Packet D (3 Char
1518 8 Food Packet ID (4 Char
GMF — @ Priority
Address Book — @ Fllssue Date
— @ Yalid Start Date
Qinic Rollout i~ @ Valid Start Date - Year b
@ Age Range
La — @ Racial Ethnic
8t | | ofFartsipaton Counl

Participation Surnmary Il
Priority by Category
Ethinicity by Category
Vaccination Aggregate

=

Count of participants

__|orill mode

Resuits Conditions Settings Save and Close l Run Query I

\Applet bo.wi.app.wWeblApplet started

Initially the layout of the data looks like this, (see above). Now change it around
so that you create a nice looking, easy to read report.
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10.4 Step 4: Arranging the columns to create a Crosstab
Drag and drop the objects to make your screen look like the one below:

. California WIC Extranet | [=]x]
Back | Fomward | Stop | BRefresh | Home | Frint |
Home _ . = Il v Zv ==
Summarized ISIS Information =2 L Lo i we ¢t 7 2@ w]
Autodialer | All Objects ¥ Section

[EHazy Participation Summary |

4 @ Agency 1D @ Valid Start Date - Ye...

@ Agency Name

@ Clinic IO Crosstah ¥
@ Clinic Name
@ Category @ Categary
- @ Sort Mar —I
— @ Food Packet [D (2 Char
ISIS Hews - & Food PacketID (3 Chat | @ Gliniz ID | .,m||
IsIS I @ Food Packet 1D (4 Chat
QMF L @ Priority
Address Book @ Fllssue Date
@ Valid Start Date
Qinic Rollout @ Valid Start Date - Year b
@ Age Range
(g @ Racial Ethnic

L @[Participation Coun
Participation Summary 11
Priotity by Category
Ethnicity by Categony
Waccination Agaregate

10.5 Step 5: Adding a Predefined Condition

Now you are ready to add a predefined condition to the report. Remember that
you want the report for the current month. Click on the Conditions Tab and find
the predefined condition in the Participation Summary | folder for the Current
Month. Drag and drop it to the Query Conditions section of the screen.

C Extranet

ward | Stop | Befrezh | Home | Print |
ill Objects ¥ Query Conditions
e Paricipation Summary |
@_ . Current Month |

T Last Month

- @ Agency ID

- 8 Agency Mame

— @ Clinic ID

- @ Clinic Name

- @ Category

— & Sort Nbr

| @ Food Packet ID (2 Char Document Filters

& Food PacketID (3 Chat | Drag objects from the list and drop them here,

— @ Food Packet ID {4 Char
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10.6 Step 6: Running your report
Click on Run Query. In a couple of seconds you will see the query results.

= California WIC Extranet | [=]x]
Back | Forward | Stop | Befresh | Home | FErint |
Home M Download Drill Refresh Edit Save Send
Autedialer Last refresh: 6/20/2006 03:32:45 PRI
2006-06

|

ISIS News
1515

QMF
Address Book

Qinic Rollout

Log out

10.7 Step 7: Formatting the report
Click on the Edit command in the upper right and choose the Settings tab.

To center the categories over their respective columns, click on the <Category>
cell. Click on the Alignment Horizontal setting and select Center from the drop
down list. You will notice that the word <Category> is now centered over the
column.

=. California WIC Extranet [_[=[x]
Back | Forvard | Stop | Refresh | Home | Bint |
Home AT L o ]
Autodialer Last refresh: <refresh_date=
24
Coror
Backaround Text
create Report [N I NS <Valid Start Date - Year Month>
AlGNNen! ——
wertical Harizantal < Categorny>
ISIS Mews |Defautt | |Center - Participation Count]
ISIS | [wrapted  Cell'victh Y <Clinic ID> #3480, 0; 0; 0] # #20;0.0; 0
QMF /| automstic size 3’ ##80:0:0:0
Address Eook ’ —
Fort ———— Page <page>
Ginic Rollout [*5Me EEE
Detault | |Auto. -
Log out  Siyle __|strikethrough

Regular >| _ |underline
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Click on the Apply Format button at the bottom to see the results of the change.

Feel free to experiment with the options on the Settings Tab. There are many
combinations to choose from to give the report different looks.

Save your final report in My Reports.

11 Case Study 3 -- Missed Food Instruments

Some families have missed their appointments and have unissued checks for the
current month. You want to identify them and give them a call to reschedule or
arrange to mail their food instruments.

Results Tab: Using the Unissued Prescription Detail universe, put together a
report showing the Clinic ID, Family ID, Family Name, Language, Phone
Number, Phone Type, Appointment Date, Appointment Type and the number of
unissued FI's in the family .

Conditions Tab: All of the selected families should have an appointment in the
past.

Formatting: Finally, section the report by clinic and sort it by language and the
Unissued Individual count, placing the families with the most certified participants
first within each language.

Your report should look similar to the one below when it is completed.

001
Addr Line 1 Fam Lang Primary Phone Primary Schedule Contact
Family ID (GEIANEINE)] Pref Number Phone Type Date Type Count
AA301860021 = ANA ANABEL EN 7075252525 BLANK 6/13/2006 S 4
AA301860022 ANNE ARNO EN 7075252535 HOME 6/22/2006 GC45 3
AA301860023 AMY ADAM EN 7075252545 CELL 6/7/2006 GPO1 2
AB520123854 @ ALISHABELL @ EN 7075252565 MESSAGE 6/5/2006 S 2

Please note that this report includes only families with Unissued Fls. It does not
include missed appointments that were scheduled for new enrollments or for
those who are past their certification end date.

11.1 Download the report

When you are finished, download the report and open it in Excel.

Make a pivot table to show the sum of individuals with missed appointments by
clinic and language.
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12 Case Study 4 — Participation Graph

Make a graph showing your total monthly participation for the last year. Put
together a report showing the Valid Start Date Year Month and Participation
Count. Include all those with a valid start date between one-year before the first
of this month and the end of last month. Format the results into a Bar Chart.

Your report should look like the one below when it is completed.

& California WIC Extranet [_[=]x]
Back | Forward | Stop | Befresh | Home | Frint |

Home M Download Drill Refresh Edit Save Send ¢

Autodialer Last reffech: 7/14/2006 02:59:05 PM

| Parficipation Count
0

I 1i i

8,000 1 — — = H

I5I5 News
I5Is

GQMF
Address Book

sooo4—- +— +— —H +—H < 4 4 — — —H —H H

400044 +— —H <= 4 = 4 4 —4 — —H —H H

Qinic Rellout

Log out

2,000 L —f — —{ —f —f — —{ —f —f —{ — -

T T T T T T T T T T T T
2005-07 2005-08 2005-09 2005-10 2005-11 2005-12 2006-01 2006-02 2006-03 2006-04 2006-05 2006-08

Valid Siar Dale - Year Monih

Page 1

Done

121 Variations

Below are some suggested variations to add to the report. If you need help, see
Section 13 on the next page for instructions on advanced techniques.

1. Edit the report and section it by clinic. Run the query again.

2. Edit the report to section it by category. Run the query again. Use Drill
mode to look at one clinic at a time.

3. Use a Document Filter to display only the women categories.
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4. Use Custom Scope of Analysis and Apply Format to switch between clinic
and category views.

5. Use Enter a Prompt in the Valid Start Date range condition and run the
guery for different time periods.

6. Turn the graph in to a cross tab table by Valid Start date and Category.

7. Section the cross tab by clinic.

8. Download the report as HTML (Download Report) and attach it to an email
to a coworker.

13 Some Advanced Techniques

13.1 Enter A Prompt

IHII— 0N the conditions tab, use “Enter a prompt”

Query Conditions

B Risk Cade Equaltn [Errera prompt =l instead of “Enter a constant” when creating a
Epera s condition when you may want to run the same
Prompt istofvalues report for different choices, like different clinics,
S : categories, risk codes, dates or date ranges.

Every time you run the query you will be
prompted to type in your choice.
For example, as a condition on: pn |

Query Conditions

& Risk Code Equalto Prompt’Risk Code Equalto‘l

Risk Code, with Enter a Prompt you
can use the same query for reports on
different risk codes without having to Fisk Code Equallo
go into edit and change the condition. Sekctanesrect ke PR S Foio |

BI2r2006

Doct
ofd

Dates: you can run the same query
every month for different dates or date
ranges.

Create a query to search by a single
field that you cannot do in ISIS, like
first name, last name, date of birth,
street.

OK | Cancel I Help J
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13.2 Current date

If you will always want to use the current date in a query, you can just type in the
words, “current date” under Enter a Constant on the Conditions tab. The
example below was used to query for families who have missed their
appointments. You can also use current date plus or minus a number of days,
for example, “current date — 5 days” to get only those who are more than five
days past their missed appointment date. Current date + 3 days is another
option.

Befresh | Home | Frint | =fresh | Home | Biint |

Query Conditions Query Conditions

= & Next Appt Date Less than ‘curremdate'l NE)dApptDaIe Less than 'current date-5 days'l

[ —

13.3 Drill Mode

Sometimes you may want to display only a portion of the data in a report. Drill
Mode allows you to select all or just one item in each object field to display. You
can display data in different ways without having to redo and rerun the query. To
get into drill mode in Edit, click on the gray button in the lower right hand corner
labeled Drill Mode. Apply format to see drill mode options displayed. From an
open report, just click on Drill in the upper right of the screen. When you are in
Drill Mode, the option at the upper right will change to End Dirill.

Across the top, you will now see a drop down box for each field in the report. You
have the option to look at all of the values in a field or just one item at a time.
Click on the drop down arrow to select an option.

In the example on the next page, just one of the clinics (002) was selected from
the drop down list. The display shows the results for clinic 002 in Drill Mode.
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. California WIC Extranet MEE
Back | Fonward | Stop | Befresh | Home | Print |
Autedialer
IEIEIZ d IOVErWElght (Al walues) ﬂ
Last refresh: 571772006 10:10:21 AW
Weight Status of Children by Clinic
ISTS News [ T S :c:| e
ISIS Tnique Individual Count|Unique Indrvidual Count|Unique Individual Count
QMF 224 79 63 366‘100.00%
S (oS | 61.20 % 21.58% 17.21%
Qinic Rollout Sum| ee ik 63] 366]
Page 1
Log out

Experiment with drill mode in a report by selecting items for the objects available
in your query.

13.4 Document Filters

Document Filters work like drill mode, but allow you to select more than one item
to display. This is another way to display data in different ways without having to
redo and rerun the query.

Writing a document filter is just like writing a condition. The difference is that you
put it in after you have run the report. You can only put a Document Filter on
objects that are already in your report on the Results Tab.

To use document filter to see the results in the report above for only Clinic 001
and 002, in Edit go to the Conditions Tab. Drag and drop the object for Clinic to
the Document Filter area. Click on In List and select Enter a Constant. In the
blank space, type in the clinic numbers without a space and with a comma
between them. This will filter out everything except clinic 001 and 002. You will
notice that the option to Apply Format is still available after adding a Document
Filter. It would not be if you added a new condition. Click on Apply Format.

Back | Forward | Stop | Refresh | Home | Brint |
Autedialer
ICHmcID(AHvaIues)d IOVE!WVE!Ight(A”Vﬂ\UE!S)ﬂ
)
Last reffesh: 5/17/2006 10:10:21 ARL
2 Weight Status of Children by Clinic
ISTS News [ T S et
ISI5 Unigue Individual Count|Unique Individual Count|Unigque Individual Countf
QMF 1481 433 381(2295(86.25 %
eoduseciECak 64.53 % 18.87 % 16.60 %
Al Gellams 224 79 63 366|]3.75 %
61.20% 21.58% 17.21%
Log out 1705 512 444 266]|
Pige 1
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13.5 Custom scope of analysis:

Custom Scope of Analysis is another way to run a query once and then display
the data in different ways to make different reports. In the report below,
participation data was collected with both Category and Fl Issue Date. While in
Edit, click on icon for Custom Scope of Analysis. This creates a separate section
at the bottom of the screen labeled Custom Scope of Analysis. You can move an
object there, and it will not be displayed in the report when you Apply Format.

= California WIC Extranet [ [=]x]
Back | Forward | Stop | Refresh | Home | Brint |

g summarizeatsis mrormaon IR AR P

All Objects ¥ Section W

Erasl|Participation Sumimary |
k@ Agency ID @ Valid Start Date - e
- @ Agency Name
- @ clinic ID Crosstab ¥
@ Gl Nams
- 8 Category
- @ Sortbr
I~ @ Food PacketID (2 Char
ISIS News -8 Food PacketID (3Char | g Flissus Date |
ISIS I @ Food Packet ID (4 Char
QMF -~ @ Priotity
Address Book - @ Fllssue Date
- @ valid Start Date
- 8 Valid Start Date - Year b
- 8 Age Range
i~ @ Racial Ethnic
~ @ Participation Count

Autodialer

|

& Clinic ID

o Faricivaton Goure| |

Qinic Rollout

Log out

(&8 Participation Surmrmary |l
Priority by Categary
Ethnicity by Catagory

[ @8 Vaccination Aggregate

Custam Scope of Analysis ¥

@ Category

‘\/a\ld Start Date - Year Morth ‘ |Par||mpatmn Cnuntl ‘F\ Issue Date

[T S ]

|Drill tade

o Lo o) e I - ricicso | avpyromar | Runcwory

. California WIC Extranet [_[=]x]
Back | e | Stop | Bsfrash | Hame | Biint |

Home 73 Download EndDrill Refresh Edit Save Send (|

|Chm:\D(Allva\ues)L| |Calegury(Allva\ues)L| |FHssue Date (AHVa\uEsJLI |Vahd Start Date - Year Month (AHV&NES)LI

|

Ereate Report! Lart refuch: 87172006 03:37:71 PB
2006-07
00 0 0 0

ISIS5 Mews
I515

QMF
Addreszs Book

Cliniz Rollout

Log out
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. California WIC Extranet [_[=]x]

Back | Eerwad | Stop | Bsfrash | Hame | Biint |
bl summanzeaisisntormavon —_ [EleliE ] LATRENVRC R PR OE N |

All Objects ¥ Section
[= ai[Faticipation Summary | Custam Scope of Analysis
— @ Agency ID & Valid Start Date - Ye.

I~ 8 Agency MName

- @ Clinic ID Crosstab ¥
- @ Clinic Name
— @ Category
- 8 Sort Nbr
|- @ Food PacketID (2 Chat
RO [t - 8 Fuod PacketID (3 Chat | '@ Categary ‘

1515 - 8 Food Packet ID {4 Chat

&g

@ Clinic D

@ Participation Cnunﬂ\]

QMF - @ Priority
Address Book — @ Fllssug Date
I~ 8 Valid Start Date
-~ @ Valid Start Date - Year b
— @ Age Range
I~ @ Racial Ethnic
L @ Participation Count
Patticipation Sumrmary |1
Priority by Category
Ethnicity by Category
vactination Aggregate

Qlinic Rollout

Log out

Custom Scope of Analysis ¥

Clric ID | |Category

& FlIssue Dale‘ ‘vanu Start Date - Vear Momhl ‘Pamcwpemur\ Caurt

/|prinmade

Resaits | Conditions 15| Settings

Save and Close Apply Format Run Query

Back | Fonward | Stop | Befresh | Home | Print |

Home R Download EndDrill Refresh Edit Sa
Auwtodial

ICIlnlC\D (Allvalues);l ICalegUry(AHva\ues);I IF\ lssue Date (A\Iva\ues);l IVahd Start Date - Year Month (AHvaIues);I

&4

Last refesh: 8/1/2006 03:37:
2006-07

I5I5 News
ISIS

QMF
Address Book

Qinic Rollout

Log out

13.6 Fl Issued Period Number

When running a query that includes information from the Food Instrument sub
folder, you can only get information for one prescription month at a time. When
the query runs you will be prompted to select the FlI Issued Period number for the
prescription month you want. Available period numbers include the current
month, back three months and forward two months.

1-December or June

2-January or July

3-February or August

4-March or September

5-April or October

6-May or November
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14 Appendix

14.1 Approved WIC Data Terminology & Descriptions

All Records
Individuals within their
cert period and ISIS
Expired Records up to
90 days after the end of
an individuals’ cert
period

’

Expired Records
ISIS records up to 90 days
after end of an individual’s

Certified Participants No FI
Individuals within WIC certification
period that were not issued FI

[

\

/

\

Individuals within their WIC
certification period issued Fl

Certified Participant Issued FlI

cert period

Certified Participants
Individuals within their
WIC certification period

\
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14.2 Toolbar Icon Descriptions

| Tip: You can rest cursor on each icon on the tool bar to view description.

Below is a brief description of the icons on the Results toolbar.

Pedlils

-|
|
i

+toE B E Ay

Np
S e

Show/Hide sections —show or hide the section panel.

Custom Scope of Analysis —remove some data fields from display without rerunning the report
Document Settings — go to the Settings tab, document settings

Block Settings - go to the Settings tab, block settings
Block Types —display data in various block styles: Table, Financial, Form, or Crosstab

Bar Charts — display data in various bar chart styles: grouped, line and bar, stacked, percent, 3D
Line Charts — display data in various line chart styles: mixed, stacked, percent, 3D, 3D surface

Area Charts — display data in various area chart styles: mixed, stacked, percent, 3D, 3D volume

Pie Charts — display data in various pie chart styles: pie or doughnut

Radar Charts - display data in various radar chart styles: radar line, stacked radar area, polar, scatter.
Ascending Sort — sort the object or count in ascending order (A to Z).

Descending Sort — sort the object or count in descending order (Z to A).

Break —separate the report by the object
Calculations —calculate percentages, sums, count, average, minimum, maximum

Conditions — insert the object into Query Conditions and go to the Conditions tab

Below is a brief description of the icons on the Conditions toolbar.

-4
&
«

)
|

Show Document Settings — go to the Settings tab, document settings

Show Block Settings - go to the Settings tab, block settings
Shift Right — moves data to the right.
Shift Left — moves data to the left.

Below is a brief description of the icons on the Settings toolbar.

+eREamB

Show Document Settings — switch to Document Settings

Show Block Settings — switch to Block Settings

Block Types - display data in various block styles: Table, Financial, Form, or Crosstab

Bar Charts — display data in various bar chart styles: grouped, line and bar, stacked, percent, 3D

Line Charts — display data in various line chart styles: mixed, stacked, percent, 3D, 3D surface

Area Charts — display data in various area chart styles: mixed, stacked, percent, 3D, 3D volume

Pie Charts — display data in various pie chart styles: pie or doughnut

Radar Charts - display data in various radar chart styles: radar line, stacked radar area, polar, scatter.
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14.3 Meanings of symbols:

| Folders and sub-folders
Bl Objects within the folder

i Count of data

m Conditions — predefined conditions

14.4 Document Settings

Drill mode-Turn Drill mode on and off. Select all or just one item in each object field to display.

Show prompts within the report-Currently disabled. Check this box to display all the prompts in a frame at the
top of the document.

Fetch duplicate rows-Retrieve duplicate rows, if there are any, from the database.

Avoid duplicate rows aggregation-The reporting tool aggregates duplicate results with proper totals for your
report. Checking this box turns this feature off.

Limits Settings
Max rows fetched-Include only a specified number of rows from database. You never have to change this option.

Max fetch time-Set maximum report run time before it times out. You never have to change this option.

Row count per page-Change the number of rows displayed on each page. The reporting tool uses the web
browser for printing, so this setting can be useful in printing your reports.
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