Computer Skills
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Approximate Time to Complete: 2 hours
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Materials Needed

· [image: image6.png]


Computer access 
· User name from WIC Training Coordinator

· Computer buddy to help you learn the basics of

how to navigate the computer system, enter information, and help answer questions
All staff use the computer to do their job. This unit will help you learn some basic computer skills and walk you through some specific WIC tasks that you may do in your work.  You will need a computer buddy to help you with completing some of the activities in this unit.
Watch Video
find link to video in the L.A.W. Resources Table
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           Computer Skills, “Introduction” 
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Learning Objectives
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Upon completing this training, you will be able to:

· Describe the role of the computer in the WIC program

· Demonstrate how to log into, and out of, the computer system

· Demonstrate how to make selections from the master menu

· Demonstrate how to “fill in the fields” of a WIC form on the computer screen

· List two “red flags” signaling your need to call the state’s computer help desk

· Explain the importance of keeping your password private

· Describe the uses of key menus and forms in the WIC computer system

KWIC TIP:
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Make sure your Training coordinator assigns you a “computer buddy” to use as a resource during this training unit.

Terms
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Cursor: a flashing symbol or pointer on a screen that shows the user where the next character or number will appear.
· Field: a space created on a page for specific information.
· Function Key: a particular key (located on the top row of your keyboard, starting with an “F”), that performs a specific task when pressed.
· Help Desk: designated personnel at the state WIC office to be contacted when computer problems arise.
· Hotsheet errors: mistakes or missing information in data entry that can keep WIC checks from being printed.
· Keyboard: the device used to type words and commands.
· Laptop: a portable computer.
· Log on or log in: typing in your user name and password to gain access to the WIC computer system.
· Log out or log off: the process of getting out of the computer program.
· Menu: a list of choices that allows you to see a particular page.
· Monitor: a device that often looks like a small TV and displays computer information on a screen.
· Password: a series of letters and numbers a computer recognizes that should not be shared with others.
· Transaction Type (TT): names for the different kinds of processes to create, change or terminate a client record. (Access the TT Types cheat sheet as a reference tool. Find online in resources for Certification & Enrollment Unit Resources & Handouts Day 2)
· User Name: series of letters that identifies the user to the computer.
What role does the computer play in WIC?

In every WIC clinic, the computer is used to do a variety of tasks:

· keep track of client information

· look up client information

· calculate income eligibility

· schedule appointments

· print checks

· document nutrition education and referrals

Depending upon your specific job, you may perform some, or all of these tasks. Doing computer work accurately is key to providing quality service.

The information entered at each local clinic can be retrieved by state staff and analyzed to show health trends and improvements in the lives of WIC participants. The state WIC office sends the information to the U.S. Department of Agriculture (USDA) and the Centers for Disease Control (CDC).  Information from all the states is combined at the federal level and used to provide an overall picture of WIC clients and program accomplishments.

Key-board Basics
The first step in learning to use the WIC computer is to become familiar with the key-board and what the different keys will do. The keyboard pictured here identifies some of the basic keys.
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Key
What key does (function)
[image: image2.emf]
Arrow keys move the cursor up & down a line or side to side within a field

Page down and page up
move to the next page or previous page

Delete
remove information
Enter
move through a page one field at a time

Backspace
move back one space at a time within a field (will also delete printed material one space at a time) 
F1 (Help key)
displays additional help

Tab
move from field to field

F12
move backwards from field to field

F2 (Hotsheet error key)
displays mistakes and missing information. Use to check your work
F4 (Exit Key)
takes you to the field at the end of the form that asks if you want to save your work.

We’ll use many of these keys later on in the unit. For now, let’s just move to “logging on.”

[image: image15.emf][image: image16.emf][image: image17.emf][image: image18.emf]In this unit, you will be given instructions and practice activities for a variety of WIC computer tasks. Your first practice activity requires you to log on to the WIC system. Before you begin, ask your Training Coordinator for the following information and write it below.

User name: this will be an assigned 5-8 letter identification __________ (The user name has been assigned to you from the state WIC office.)

Your ID: this will be an assigned 3 letter identification ___________________ 
Agency ID: a number for your agency ________________________________ 
Sub-agency ID: a number for your sub-agency _________________________ 
Clinic ID: a number for your clinic  __________________________________ 
Sub-clinic ID: a number for your sub-clinic  ___________________________ 

To log on to the WIC system, follow the steps outlined for each screen:
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Cc For Help Call the Help Desk at

888275-2018
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\ If your computer "locks up" or says
working, make sure no one else in your
clinic is in the client's record or a family
\ member's record.

Press any key to continue...

END




wic (Agency Name)>
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Screen 3: (in this example, jjohnson is the user name)
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KWIC TIP:
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If you type the wrong letters, try again. If you fail three times in a row, it will give you an error message and make you start over. Don’t be upset if this happens to you. It’s all part of the training. Just ask your buddy for help.
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WIC Logon and Validation Screen
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You will use information you obtained from your training coordinator or computer buddy to fill in the fields on this screen. See the following instructions.
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KWIC TIP:


If you are having trouble logging on, check for the following:
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· If the Caps Lock (Capitals Lock) key is pressed into the “on” position (a light may appear on some computers), you won’t be able to enter the WIC computer system.

· 
If the Num Lock (Number Lock) key is pressed into the ”on” position (a light may appear on some computers), your numeric pad will work.
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Congratulations!
You’ve successfully logged on. Now it’s time to get familiar with some of the basic WIC menu screens. A “menu” is a screen that lists all of the options available in each collection of tasks. We’ll review several key menus in the WIC system.

Master Menu

The Master Menu is the first menu to appear in the WIC computer system. Each menu item selected will also offer another menu of subjects to choose from. Some of the menus have more choices than will fit on one screen. In order to see all of the choices, use the ( key to move down and through the screens.


Participant Processing Menu

The Participant Processing Menu is the main menu used for adding and changing client information. This menu requires two screens to display all the information. You must scroll down in order to view all menu items. The exit menu item allows you to back up to the previous screen.

       Participant Processing Menu Screen(s)




KWIC TIP:


Each menu has an EXIT key that allows you to back up to the previous screen. Arrow down to the EXIT option and press [Enter] whenever you want to go back.

Participant Maintenance Menu Screen(s)

The Participant Maintenance Menu displays the transaction type (TT) you need to use to create, update or terminate a particular client’s record. (Refer to the TT Types Cheat sheet which further defines what each TT means and when each type is used.) The participant maintenance menu requires two screens to display all the information. The exit menu item allows you to back up to the previous screen.

        Participant Maintenance Menu Screen(s)






WIC Certification Form 

The TT1, WIC Certification Form is used to record information for new WIC clients. Four screens are required to display all of this information. The screens look like this:

 Certification Form (TT1)



Once these four computer screens are completed, a certification data form is printed out for the client’s chart.  This data form will contain all of the demographic, medical, and assessment information for the WIC client.

 Sample – Completed (TT1) Nebraska Certification Data Form – for Baby Smith. Find link to item in the L.A.W. Resources Table
You will likely be responsible for completing certain computer fields, depending on your job.  
· Ask your training coordinator to explain which portions you will be responsible for in your job and briefly explain those fields to you. 
· Watch your computer buddy complete this information on the computer for a new certification; and teach you the keys used to navigate to those fields.   
List below the computer fields you will be responsible for completing (most often) in your position:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Have your computer buddy help you learn to type this information into the WIC computer system.  You may type in the information from the sample Baby Smith’s Cert. Data Form or your computer buddy can help make up information for you to type.  (Just don’t save the record, since this record is just for practice.)
Allow the computer to auto-fill the ID# and action date. 

KWIC TIP:


Some of the fields will have pre-filled information. Others will allow you to press [Enter] and will fill in automatically (auto-fill). Your computer buddy can answer any questions you might have about this.

KWIC TIP:


For phone numbers (example: 402-555-7777) type in 402 then press [Enter], 555 and press [Enter], then 7777 and [Enter]. If you have no information for phone numbers, press [Enter] and the word “None” will appear.

When you have completed copying the information, press [F2] (the Hotsheet key) to display any errors. Ask your computer buddy to explain any hotsheet errors that appear and help you correct the errors.

KWIC TIPs:



Correct all hotsheet errors immediately whenever you find them.

At Trans OK field:
Pressing N and the [Enter] key will make you exit the record and none of the information will be saved.  (Since you are just practicing, press N)
Pressing Y and the [Enter] key will save the information you have entered and allow you to re-enter the record later to fix mistakes. 
Pressing the Y at this time (Oops!) will save the information as though your entry data represents a real client.  If you make this mistake, PRACTICE CALLING THE HELP DESK, so staff there can clear the client record. Don’t be concerned if this happens to you. The Help Desk staff will be happy to get acquainted. Ask your computer buddy for help if this happens to you.
Participant Family Look-up 
Now we’d like to introduce you to a useful menu item from the WIC Participant Processing Menu, called Participant/Family Look-up.

Participant/Family Look-up allows you to use a client’s name, phone #, ID#, or any other single bit of information about a client or client’s family to search for and view basic information in a client’s record. This handy tool will help you “fill in” the missing pieces when you only have partial client information to work from.

Follow the steps to reach the Master Menu. (Ask your computer buddy for help along the way if you need it.)


The Participant/Family Look-up screen displays the following:


Ask your computer buddy to supply you with a common client name. Enter the name and any other information you have for that screen (including your Agency ID and Clinic ID) in the appropriate blanks. Press [Enter].

You will see the basic information for a client record appear. You can use the Up or Down arrow keys to look at all the names displayed. Press the [Enter] key when you are finished viewing.

Now go to the New Search (Y or N) field. Type Y to enter a new search.

Ask your computer buddy or Training Coordinator for other common examples of situations where the Participant/Family Look-up Screen comes in handy, and try other entries.

To exit the form, press F4, then type N. You will return to the Master Menu.

Logging Off 

Logging off of the WIC Computer System is very easy. At the Master Menu screen, look for the “Exit System” selection.


Congratulations!

You have successfully logged off the WIC Computer System. It is not necessary to turn off the computer if you have logged off for a short period of time, but turn it off at the end of the day or whenever you’ll be away for an extended period.

WIC Laptop Computers 

Laptop computers are often used for off-site or satellite clinics. If you are part of the team that travels to these clinic settings, you will receive specific training on the set-up and use of the laptop. Staff at your local agency will provide this training after your return from training clinic. The methods for using the WIC Computer System remain the same, but accessing the System is a little different with a laptop.

How Do I Know When to Get Help From the State’s Computer Help Desk? 

If you are having computer problems that you cannot solve and can’t be fixed by others in your agency, contact the state’s WIC Computer Help Desk.  

Find the cheat sheet, When to Call the WIC Computer Help Desk. Find link to item in the L.A.W. Resources Table  
Review it and keep it, and print it out if you like.  You will continue to use it later as you learn more about how to use the computer in your specific job at WIC.

Training Activity


Use the handout “When to call the WIC Computer Help Desk” to answer the following questions.
1. If you are entering everything correctly, but still can’t log onto the WIC computer system, what should you do BEFORE calling the Help Desk?
2. What should you do if you get a hotsheet error that you can’t correct?
3. If the screen locks up, the cursor won’t move and you see the message “Working...” at the bottom of the screen, what should you do before calling the Help Desk?
KWIC Key Points 

· Doing computer work accurately is key to providing quality service.

· DO NOT share your password with others; it uniquely identifies you and your work.

· Correct all hotsheet errors immediately whenever you find them.

· The Master Menu is the first “menu” to appear in the WIC Computer System.

· The WIC Certification Form is used to record information for new WIC clients.

· The Participant Processing Menu is the main menu used for adding and changing client information.

· The Participant Maintenance Menu displays the transaction types (TT) you need to create, update or terminate a particular client’s record.

· Participant/Family Look-up allows you to use a client’s name, phone #, ID # or any other single bit of information about a client or client’s family to search for and view basic information in a client’s record.

KWIC KWIZ

Match each term below with its definition.  

	Term
	
	Definition
	

	Cursor
	_____
	A)
	names for the different kinds of processes to create, change or terminate a client record.

	
	
	
	

	Field
	_____
	B)
	a portable computer.

	
	
	
	

	Function Key
	_____
	C)
	a space created on a page for specific information.

	
	
	
	

	Help Desk
	_____
	D)
	typing in your user name and password to gain access to the WIC computer system.

	
	
	
	

	Hotsheet errors
	_____
	E)
	a series of letters and numbers a computer recognizes that should not be shared with others.

	
	
	
	

	Keyboard
	_____
	F)
	a device that often looks like a small TV and displays computer information on a screen.

	
	
	
	

	Laptop
	_____
	G)
	series of letters that identifies the user to the computer.

	
	
	
	

	Log on or log in
	_____
	H)
	a list of choices that allows you to see a particular page.

	
	
	
	

	Log out or log off
	_____
	I)
	a particular key (located on the tope row of your keyboard, starting with an “F”), that performs a specific task when pressed.

	
	
	
	

	Menu
	_____
	J)
	a flashing symbol or pointer on a screen that shows the user where the next character or number will appeal.

	
	
	
	

	Monitor
	_____
	K)
	the device used to type words and commands.

	
	
	
	

	Password
	_____
	L)
	designated personnel at the state WIC office to be contacted when computer problems arise.

	
	
	
	

	Transaction Type
	_____
	M)
	the process of getting out of the computer program.

	
	
	
	

	User Name
	_____
	N)
	mistakes or missing information in data entry that can keep WIC checks from being printed.


Check your answers using the WIC terms and definitions

at the beginning of this unit.
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Logging on to the WIC System





Steps for Screen 1


Turn on your computer


Press [Enter]


This screen will appear


Type rs6000 after the> symbol


Press [Enter] and a new screen will appear
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Scroll down  using  ( key to view all menu items


Using the ( key, move to #1 participant Maintenance Menu item


Press (enter)


A new screen will display showing the Participant Maintenance Menu items
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Select TT1: New Certification & Press (Enter)





A new screen labeled “WIC Certification Form” will appear  
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