HuBERT
System Administration

The purpose of this document is to provide a brief overview of functionality within the
HUBERT System Administration Module.
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System Administration Functions

Double-click the HUBERT — System Administration icon on the desktop to open the System Administration
Functions window.

If the user is already logged into the HUBERT application, click OK on the Select Agency message. Otherwise,
log into HUBERT.

The System Administration Functions window opens and lists the functions the user can perform

Double-click on the option to open the function.

0
[
£d

L] Systern Administration

File View Help

Functions
Name | Description
-'lﬂ Agency Settings Adjust information for all clinics in the agency
!'__ul Clinic Irformation Adjust information and default settings for clinic
.:E Local Use Questions Maintain local use questions and answers
@ Maintain Medical Clinics Set up a list of medical clinics for the agency
% Maintain Medical Providers Set up a list of medical providers for the agency
.‘_L| Programs Set up programs for State, Agency and Clinics
“ Organizations Set up organizations for Programs and Outreach
_-‘;_:..i': View System Access Log Wiew, print, or purge system access log
@Mﬁew Event Logs View process event logs
@ Data Sync History View data sync histony
Q Maintain Local Mutrtion Assessment Cuestions Mairtain nutrition assessment questions used in the local agency
2y Potertial Duplicate Paricipants Mairtain Potertial Duplicate Participants
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Agency Setting

View only list of Agency information, which includes; Agency Name, Address, City, Zip, phone and fair hearing
officer information. Although the Fair Hearing Officer Name and Number are enabled, it should remain the
Minnesota WIC Program and telephone number.

8 Agency Settings @
Agency

Name

Address 145

City £

ZIP 55124

Telephone 55

Agency Preferences
Require Medical Clinic [

Require Medical Provider [

Fair Hearing Cfficer

WEL=EIMINNESOTA WIC PROGRAM
Telephone |651-201-4404

Fitter Appointments | oK | Cancel

The screen also includes buttons to:

Filter appointments - allows the user to filter the participants to include in the Appointments for Day view of
the Participant List by the resource with which their appointment is scheduled.

4 Filter Appointments By Resource @
Resource Include &
DYAD v
INCP FM v
WIC AB [V
WIC BC [

WIC Dw v
WIC HN [V
WIC KA [
WIC KK v
WIC MB [V
WIC TE [
INCP AF v
INCP Blaf v =
i ei
Close

OK — Closes the window and saves changes made.

Cancel — Closes the window and does not save any changes made.
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Clinic Information

The Clinic Information window opens to allow the user to view the Clinic ID, Name, Address, City and Zip code
for Clinics assigned to the Agency. The user has the ability to adjust basic information that defaults for each

£.% Clinic Information Maintenance E

clinic.

Clinic ID| Name | Address | City
062 062 - WEST ST. PALIL 1 MENDOTA ROAD WEST WEST 5T, PAL
063 063 - HASTINGS 1560 HIGHwWAY 55 HASTINGS

To edit the Clinic defaults, click the Edit button on the Clinic Information Maintenance screen and the Edit

Clinic window will open.

'-.:E,} Edit Clinic E

—Clinic Default
Clinic ID 061 inic: Letaults
Name 0E1- APFLE VALLEY Default County |[EEEOTES
LA A English -
Address 'szégE-E- GAl 8¢]E AVENUE ROOM Default Language I li
* Issuance Freguency ITl'i-I'l-l'Il::urrthI'_.r ;I
c APPLE
W\l LEY _ _
Education Freguency ITn-rnurrthl-_.r LI
Jip 55124
Education Method Ilndi'u'idual ;I

Area Code

QK I Cancel
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The following Clinic Defaults are enabled:
= Default County — Should not be changed
= Default Language
= |ssuance Frequency
= Education Frequency
= Education Method
= Area Code

*For changes to the Clinic name or address, the Local Agency Coordinator should request a change using the
Local Agency HUBERT Change Request Form.

OK — Closes the window and saves changes made.

Cancel — Closes the window and does not save any changes made.

Local Use Questions

The Local Use Questions are useful if collecting information that is short term. These are specific to WIC
category so are removed when a participants category changes; for example from Pregnant to Breastfeeding.

A training module has been provided with instructions on using Local Use Questions. HUBERT Training Local
System Administration - Local Use Questions provides information on adding questions, adding answers,

editing and deleting.

i_: Local Use Questions | Z |

Local Use Questions and Answers

[=F Local Use Questions by WIC Category

- Breastfeeding

&- Child

B Infant

-- Mon-breastfeeding
- Pregnant

Add Question | Close |
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Maintain Medical Clinics

The Maintain Medical Clinics provides a location for Local Agencies to add and maintain a list of Medical Clinics
used by participants in their agency.

A training module has been provided with instructions for maintaining Medical Clinics. HUBERT Training Local
System Administration- Maintain Medical Clinics and Providers provides information adding, editing, deleting

and making clinics inactive.

& Maintsin Medical Clinics ==
1D Clinic Name Active =~
612 AALFAFAMILY CLINIC- WHITE BEAR LAKE

613 AATHOOMOG CLINIC

1053 ABBOTT NORTHWESTERM GEMERAL MEDICINE ASSOC- EDI
1060 ABBOTT NORTHWESTERN GENERAL MEDICINE ASS0C- MPL
1061 ABBOTT NORTHWESTERM GEMERAL MEDICINE ASSOC- PLY
614 ADV SPECIALTY CARE FOR WOMEN- EAGAN

615 ADV SPECIALTY CARE FOR WOMEN- ST PAUL

616 ADVANCED MEDICAL CLINIC- GOLDEN VALLEY

617 ALL ABOUT CHILDREN PEDIATRICS

643 ALLINA HEALTH BAMDANA SQUARE CLINIC- 5T PAUL

644 ALLINAHEALTH BLOOMINGTON CLINIC

649 ALLINAHEALTH EAST LAKE STRET CLINIC- MINNEAPOLIS

L |

T owl &l <l )l <l &l k]« ’li<l k]

add | Edit | Delete | Close

Maintain Medical Providers

The Maintain Medical Providers gives a location for Local Agencies to add and maintain a list of Medical
Providers used by participants in their agency.

A training module has been provided with instructions for maintaining Medical Providers. HUBERT
Training Local System Administration - Maintain Medical Clinics and Providers provides information

adding, editing, deleting and making Medical Providers inactive.

€ Maintain Medical Providers (=23
D Provider Name Active «
124 1-UNKNOWN v
95 ANDERSOM, MATTHEW, MD
1350 AMDERSON, MICHAEL, MD
64 ARMOLD, TIMOTHY, MD
% ATHMANN, CHRISTINE, MD

1288 BALER, LEIGH, MD

119 BOETTCHER. ROGER., MD
20 BRAATEN, DAISY, MD

120 BRACKEN, THOMAS, MD
290 BRAMNDLI, KATHY, MD

65 BURGOS, JENNIFER, C-FNP
'ID|5 CADY, MICHAEL, MD

L

Add | Edit Delete

4

¥ <l <l <l <l )l ] ] ] e )

)
=]
@
@
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Programs

The Programs Function allows maintenance of referral programs topics. Within the Programs area you will
assign Organizations to the Program topics where they will display in the Clinic Module.

A training module has been provided with instructions for maintaining Programs. HUBERT Training Local
System Administration - Referrals - Program Topics provides information adding, editing, deleting and

assigning Organizations to Program topics.

& Programs @

Filter the display by selecting a clinic

Clinic [061- APPLE VALLEY =l

E|-- Programs "
[EI-{A | Breastfeeding Resources

----- BF DISCUSSION GROUP - ATTENDED (161) 14955

----- BREASTFEEDING ONLINE WEBSITE (JACK NEWM)| -

----- BREASTFEEDING SUPPORT GROUP (161} NO ADL|

----- BREASTFEEDING.COM (161) WWW BREASTFEED

----- IBCLC (161) NO ADDRESS | 4

----- LALECHE LEAGUE {161) 5303 XERXES AVE 5

EI@ Chemical Substance/Smoking/Recovery Programs

----- AL AMON - MINNEAPOLIS (187) NO ADDRESS

----- AL AMON - SAINT PALUL (1617) NO ADDRESS

----- ALCOHOLICS ANONYMOUS (161) NO ADDRESS

----- SMOKING QUITPLAN (161) NO ADDRESS

I:—]LK_‘ Child & Teen Checkups

----- CATC - REFUSED (161) 14355 GALAXIE AVE

----- CATC GENERAL OUTREACH (DCPH CONSENT 5IG

----- CATC HOME VISITING (DCPH CONSENT SIGNED) (

=-{AA] Dental Heatth

----- ARGOSY UNIVERSITY DENTALY HYGIENE CLINIC

----- CENTURY COLLEGE DENTAL HYGIENE CLINIC (16

----- CHILDREN'S DENTAL SERVICES (161) NO ADDRE!

----- MA DENTAL CARE {161) NO ADDRESS

----- MN DONATED DENTAL (167) NO ADDRESS

----- NORMANDALE CO COLLEGE DENTAL HYGIENE CI

----- SHARING & CARING HANDS - DENTAL CLINIC (181 ™
m 3

Add Close
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Organizations

The Organizations allows Local Agencies to maintain referrals that are agency specific.

A training module has been provided with instructions for maintaining Organizations. HuUBERT Training Local
System Administration - Referrals - Organizations provides information adding, editing, and deleting

Organizations.

# Organizations @
Name Act il
LYON COUNTY LIBRARY (232)

"WE CARE" FOOD SHELF (D&1)

(VISIOM) INFANT SEE(VISION) (211)

* PEER COUMSELOR REFERRAL - ACCEPTED (241)
ATH ST FAMILY DENTAL (101)

5 COUNTY MENTAL HEALTH (251)

5 COUNTY MENTAL HEALTH (262)

AQUALITY CAB (211)

AJA & HIA & ALNON (251)

A4 - ABOVE SNYDER DRUG - SAT 7:30(381)
AA-TUES 8 PM, FRI 8 PM, SUN 5 PM (321)

A4 - WABASSO HEALTH CARE CENTER - WED 7 PM (391)
A4 & AL-ANON (081)

R I i e e

L

Add | Edit Delete Close
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View System Access Log

Allows the user to view by user name the date and specific times that a user was logged into the system.

=3 View System Access Log
r Fitter
— Users
® Al Single User j
r Date
« 8 T
Al Range  From g Apply Filter

— System Access Log

User Name | Date | Time In | Time Out
| | |
Total Entries in Log 0 Piint Puge |  Cose |

The View System Access Log is run by selecting filters:

Users— DO NOT run the “All” users option. This is a statewide list and will display all users in the system. You
MUST select a single user to run this filter; they are listed by first and last name.

5 View System Access Log @
r Fitter
r Users
Al % Single User | TAMIMATTI LI
rDate
« o To
All Fange  From Aoply Fiter

— System Access Log

User Name | Date |Time|n |TimeOut
4| | -
Total Entries in Log [ Prirt | Purge | Cloze |

Date -You MUST choose a date range. Do NOT run the all option.
**Note: If you choose a user and a date range and they have been using the system for years without being purged the
entire list will display until it has been purged.
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g o View System Access Log E
r Filter
r Users
Ml & Single User |TAMI MATTI ~|
r~ Date
€ Ml Range From | 212016 [+] To |W/25/2016 [=] P
— System Access Log
User Name | Date | Time In | Time Out
< | | -
Total Entries inLog 0 Prirt Purge | Close |
Apply Filter — Click the apply filter button to run the log.
g 3 View System Access Log E
r Filter
— Users
C Al & Single User |TAMIMATTI =]
r Date
e & i
Al @ Range  From | 2172016 [¢] To 452016 [+] rem Fier |
— System Access Log
User Name | Date | Time In | Time Out
TAMI MATTI 042572016 08:57 &M 03:17 AM
TAMI MATTI 04/25/2016 05:18 AM 09:27 AM
TAMI MATTI 042572016 09:29 AM
L | B
Total Entries in Log 4 Prirt Purge I Close |

The following actions are then enabled:

Print - Allows the user to print the entries within the System Access Log display grid

Purge - Allows the user to purge (or remove) records from the system access log for the dates previous to, but
not including, the user defined date.

Close — Closes the window.
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View Event Logs

The View Events Logs allows the user to view the contents of an event log created by a system process. This
will not be used by Local Agency staff.

Data Sync History

No agencies in Minnesota are using Data Sync at this time.

Maintain Local Nutrition Assessment Questions

The Maintain Local Nutrition Assessment Questions allows Local Agencies to add agency specific questions to
the Nutrition Assessment tab in the Clinic Module.

At this time Minnesota WIC is not using this functionality.

Potential Duplicate Participants

The Potential Duplicate Participants functionality allows Local Agencies to designate a Participant folder as
having a duplicate. The duplicate folder is no longer available and moved to agency 88. You are able to access
the duplicate record for historical information via the actual participant’s folder.

The document System Administration: Potential Duplicate Participants is available to give instructions on

comparing and marking the folders as a potential duplicate.
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