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GROUP EDUCATION CLASSES

Adding Group Education Classes in Build Master Calendar

Group education classes can only be added to dates that have business days, business hours
and resources already defined.

When a group education class is added for a resource, the time and duration are blocked off in
their column on the Schedule Appointments for Household screen.

1. Open the Central Administrative Site (CAS) module

2. Click on Activities >> Build Master Calendar

3. Click on Calendar >> Define Group Education Classes
a. Select the Resource

e Cannot have appointments already scheduled during class time period; this
results in a “conflict” and the system won’t be able to schedule the class

Y Could create resource specifically used for group ed classes to avoid
“¥~ potential conflicts

b. Enter the start Time
e Must fall within the hours scheduled for the resource
c. Enter Duration
e Cannot extend beyond the hours scheduled for the resource
e Maximum =120 minutes
d. Enter the number of Seats
e Maximum =99 participants can be scheduled
e. Select from the Topic drop-down. Topics are pre-defined by the State Office.
f. Keep the default Language (English)

e [f the CPA providing follow-up speaks another language, select the
appropriate language for the class.

g. Select the Weeks from the Clinic is Open section
Select the Days from the On Days section

i. Enter the dates into the Apply From and To fields

j.  Click the Apply button
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"% Define Group Education Classes

— Previously Scheduled Classes for Selected Resource

Clinic 023 - 023 - BLOOMINGTON PUBLIC HEALTH

Class Date | Time | Topic

| Saahs' Duraﬁon'Language

Resource IcpaZ Vl
Time | 07:00 PM A

rClass Information —————————  —Clinic is Open

Mark Al |
Clear Al |

WV Week 1 ¥ Week 2 v Week 3

WV Week 4 [~ Week 5

Duratinn|120 3: Y

Topic I’Phone follow-up vl
Language IEninsh vl

Seats —On Days
Markc Al |

Clear Al |

[V Monday I~ Tuesday I~ Wednesday

[~ Thursday ™ Friday [ Saturday

Apply from | 6/1/2018

[v] To |ea0k2018 [«

[ ok | cance | ooy

In the Schedule Appointments for Household screen, the time period designated for the Group

Education Class is blocked off.

2. Schedule Appointments for Hous

Schedule

L4

Time

09:00 AM

cpal cpa?

09:15AM

09:30 AM

09:45 AM

“wichealth.org

10:00 AM

10:15AM

10:30 AM

10:45AM

11:00 AM

11:15AM

11:30AM

11:45AM

[ 12:45PM

01:00PM

01:15PM

01:30PM

01:45PM

02:00PM

02:15PM

02:30PM

02:45PM

03:00PM

Schedule Appointments: 023 - BLOOMINGTON PUBLIC HEALTH - 6472018
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Adding Participants to Group Education Classes

After clicking the Schedule Appointments icon, click the Schedule Group Class button.

EE. Appointments

i Schedule Appointment | ! Schedule Group Class !|

Close

The calendar in the Schedule Group Education Class for Household screen displays all dates
with resources scheduled as yellow. There is no color indicator to designate if a group
education class has been scheduled on the monthly calendar. Schedulers will need to be
familiar with the dates Group Education Classes have been scheduled for.

In the example below, a group education class has been scheduled for June 4, but all dates in
the calendar display the same color.

8. Schedule Group Education Class for Household (13571892)

Schedule
< June 2018 > Date |June ﬂ |2|}1g j Member Information

Clinic |023 - 023 - BLOOMINGTON PUBLIC HE/ = | Member |00968978 - TRUCK,FORD  ~|
00968578 - TRUCK, FORD
00843338 - TRUCK, MA

01121508 - TRUCK, MACK
Issuance Frequency  Tri-Monthly

Education Freguency

Education Method

Refresh | 0K |  Close

Scheduled Group Education Class Enrollment 023 - BLOOMINGTON PUBLIC HEALTH - /472018
Time Seats Enrolled Topic Resource Language
01:00 PM - 3:00 PM 24 (1} “Phone follow-up cpal Englizh

Agencies can choose to schedule each member of the household or just one member of the
household to a group education class.

Participants should be added to a group education class around the time the next nutrition visit
is due. To add participants to the class:

e Select the month from the Date drop-down

e Select the date on which the class has been scheduled from the calendar
e Select the desired member

e Select the class from the grid

e Click the OK button

e Click OK on the confirmation message

NOTE: Make sure you select the correct class for each member.
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The Enrolled column displays the number of participants scheduled for the class.

Scheduled Group Education Class Enrollment 023 - BLOOMINGTON PUBLIC HEALTH - 642018
Tirme Seats Enrolled Topic Resource Language
07:00 PM - 3:00 PM 24 3 [Phone follow-up cpal English

The system will not allow a participant to be scheduled for the same class more than once.

Schedule Group Education Class for Household (13571892)

Participant TRUCK, MACK has been enrclled in a Group Education Class during
the time you have selected, 01:00 PM - 3:00 PM on 06/04/2018.

Also, similar to regular appointment scheduling, participants cannot be added to a class that
has a start time in the past. The following message displays indicating that a participant cannot
be added to a class that has already finished. However, despite this message ©, they also
cannot be added to classes that have already started.

Schedule Group Education Class for Household (11780867}

I k Cannot schedule a participant into a class that had already finished

Marking Participants as Kept

Participants’ attendance is automatically marked as Kept by the system when benefits are
issued on the same date as the class they are enrolled in.

If benefits are not issued on the same date as the class, once the Nutrition Education has been
confirmed, CPAs can manually mark the participant as Kept in the View Appointments for Date
screen.
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Deleting and Rescheduling Group Education Classes

Participants can be removed from and rescheduled for group education classes rescheduled in
both the Appointments tab in the participant folder...

Health Information Hustrition Education Referrals Income History

Member Name Clinie Rescurce Date Time Appt Type | Group Topic
TRUCK. MA 023 - BLOOMINGTON PUBLl  cpal 42me 0100 PM  Group Nutriticn “Phene follow-up
TRUCK, FORD . 023 - BLOOMINGTON PUBLl  cpa2 BA20N8 01:00 PM  Group Nutrition “Phone follow-up

0|

|
Prit Schedue | mwmmm view M |

... and the View Appointments for Date screen.

Scheduled Apponiment infomsation _J Pt

Chisic. [023- 023 - BLOOMINGTON PLBLIC HEALTH

Resource [l Resouses =l
Househiold Member Information @l
Mamber Nama  FORD TRUCK —I':':‘.'ﬁl|l|l|

Dmie of Birth 10262004 Update Mapt

WIC Stvtus Child I:um

Jurs 4, 208
Ciate WD ID | Household ID | Member Name Teleprore G & Futhorized Representative | Appt Type Durstion| Group Topic | Lan
D0S6ESTE  138TIBS2  FORDTRUCK L MATRIEK GeoupNutigon 120 “Phonefollow- Eng
0121508 13571892 MACK TRUCK MA TRUCK Geoup Nutnon 120 “Phone follos- Eng
00223026 11780887 MA HORSE Ma HORSE Group Nution 120 “Prone follow=  Eng
009433338 13571882 MA TRUCK MATRUCK Group Nutiion 120 “Pring follpa-  Eng
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Rescheduling Participant for Group Education Classes

In general, if a participant has missed a group education class, we don’t want to reschedule
them; we want to schedule another group class. If we reschedule a participant who has missed
a class, the No Show rates for our classes are affected since there will no longer be a record of
the participant having missed the class.

If rescheduling a participant for another group education class, select the Schedule Group Class
button on the Appointments message.

2. Appointments

i Schedule Appointment | ! Schedule Group Class !l

Close |

If rescheduling a group education class for a regular appointment, select the Schedule
Appointment button.

Only the selected participant can be rescheduled in the Reschedule Group Education Class for
Household screen. (NOTE: The Previously Sch Class button does not work. Do not use.)

The date of the group education class displays white in the calendar.

B Reschedule Group Education Class for Household (13571892)

Reschedule

Date v] [18 = el
Clinic [023 - 023 - BLOOMINGTON PUBLIC HE# = | Member |01121908- TRUCK MACK -]
Original Enroliment infomation

DL I B UL

CRréic Hem TH
Al TH Issuance Frequency  Tri-Manthly
Topic “Phone follow-up
Education Frequency

Date GMZ01E
Time 07-00 PA Education Method
Resource cpal
Language  Englist Refesh | [ oK Close
Scheduled Group Education Class Enrollment 023 - BLOOMINGTON PUBLIC HEALTH - B472018
Time Seats Enrollad Topic Resource Language
0100 P - 2:00 PM 24 3 “Phone follow-up cpal English

Select another date with group education classes scheduled.
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Reschedule

<

Sun Mon Tue

June

2me

wed Thu Fri

>
Sat

Date IJune

=1 [aoie =]

Clinic |023 - 023 - BLOOMINGTON PUBLIC HE"LI

Member

— Member Information

01121308 - TRUCK, MACK ;I

—Original Enrollment Information
CliniC Ud-\Ja' UL~ DLUVIMININGG W IN T DL
HFAITH Issuance Frequency Tri-Maonthly
Topic “Phone follow-up
Education Freguency
Date 6/4/2018
- Education Method
Previously Sch Class MHaotes Time 01:00 PM on
Rezource cpza?
Language English Refresh I oK I Close
Scheduled G Education Class Enrollment (23 - BLOOMINGTON PUBLIC HEALTH - 6112018
Time |Sea‘hi | Enrolled |Topic | Resource | Language
01:00 PM - 2:00 PM 24 5 *Pheone follow-up cpa2 English

Click OK on this screen and OK on the confirmation message. If other members of the
household need to be rescheduled: close this screen, select them from the grid and click the

Reschedule Appointment button.

Printing the Class Roster

Infoview

The GROUP CLASS ROSTER Infoview report template can be printed to obtain a list and count
of participants enrolled in group education classes at the specified agency during the specified
time period. Input controls allow the user to filter the output by the clinic where the class is

scheduled, the class topic, and the resource for whom the class is scheduled.

*Phone follow-up (Duration = 120 / Seats = 24)

016 | CPA 1 6/19/18 1:00 PM 10265883 00857148 | MACK TRUCK C (218)111-1111 | MATRUCK English N

016 | CPA1 6/19/18 1:00 PM 10265683 00886394 |MA TRUCK Cc (218)111-1111 | MA TRUCK English N

016 | CPA1 6/19/18 1:00 PM 10265883 01102460 |FORD TRUCK [% (218)111-1111 | MA TRUCK English N
HH Count =1 Enrolled =3

HuBERT Clinic System Output/Report

The Group Class Roster report in the HUBERT clinic environment can be printed to list
participants enrolled in group education classes.

1.

nkwn

Click the drop-down arrow next to the System Outputs icon >> Reports
Scroll down and double-click on Group Class Roster
Select the month from the Date drop-down
Select the date from the calendar

Select the class from the grid (the Print for Entire Day checkbox prints all classes)
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https://www.health.state.mn.us/docs/people/wic/localagency/reports/infoview/grouped/classroster.pdf

GROUP EDUCATION CLASSES

CLNO22 MINNESOTA DEPARTMENT OF HEALTH WIC PROGFAM Eun Date: 03/08/2018
SARAH MALLBERG Group Class Roster Run Time: 9:35:40 AM
06/11/2018 Page: 1

Grantee: 60 - Bloonungton Public Health
Agency: 061 - BLOOMINGTON PUBLIC HEALTH
Climc: 023 - BLOOMINGTON PUBLIC HEALTH

Time: 1:00 PM - 3:00 PM

Topic: *Phone follow-up
Resource: cpal
Language: Spanish

WIC
Chent Name State WIC ID Household ID  Category Telephone 1 Telephone 2
MA HORSE 00223026 11750867 B
RHODA HORSE 01115174 11780867 I
FORD TRUCK 00968978 13571892 C
MA TRUCK 00243938 13571892 B
MACK TRUCK 01121908 13571892 I
Count of enrolless for class: 5
**® End of Listing ***
CLMN022 MINNESOTA DEPARTMENT OF HEALTH WIC PROGEAM Run Date: 03/082018
SARAH MALLBERG Group Class Roster Boun Teimes 940015 AM
06/11/2018 Page: 1
Grantee: 60 - Bloomington Public Health
Agency: 061 - BLOOMINGTON PUBLIC HEALTH
Chaue: 023 - BLOOMINGTON PUBLIC HEALTH
Time: 9:30 AM - 11230 AM
Topac: *wachealth org
Resource: cpal
Language: English
wWIC
Client Mame State WIC ID Household ID  Category  Telephone 1 Telephone 2
GRACEFULL 00223026 11780867 B
HOPEFULL 01115174 11780867 I
FAITH FULL Q0968978 13571892 C
DEE FEAT 00943938 13571892 B
CLAY FEAT 01121908 13571892 1
Count of enrollees for class: 5
vo¥® End of Listing ***

View Appointments for Date

The Print Schedule function in the View Appointments for Date screen can be used to print all
the appointments and class enrollments for a specific Resource.

1. Click on Activities >> View Appointments for Date
2. Select the month and date on the calendar

3. Select the schedule from the Resource drop-down
4. Click the Print Schedule button

NOTE: The Appointment Type of “Group Nutrition” displays instead of the Group Topic name.
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CLNU1T MINNESOTA DEPARTMENT OF HEALTH WIC PROGRAM Raun Dase 03082018
MALLBERG SARAH Appomntasent Lutsng for 08472018 Run Teme 20744 AM
Page |
Classe: 003 - BLOOMINGTON PUBLIC HEALTH
Saste  Howsehold Telepboce Asthonued WIC
Tane WICID s} Clent Name Tebephone Ciomement Frpresenistive Catepory Type

025 AM OILEXTT 13630079 = - b 1 INITIAL CERTIFICATION

G345 AM G110TE 136309 A - - - N MID CERTIFICATION

1030 AM 01007073 13258130 - . - - C  SUBSEQUENT CERTIFICATION

I00AM 01109333 13258130 L = - 1 SUBSEQUENT CERTIFICATION

130 AM 00070008 13238130 - - = - B SUBSEQUENT CERTIFICATION

0100 Pu DOS4FP3E 13371892 MATRUCK MATRUCK B Crowp Numntson

0100 PR 01121908 13571802 MLACK TRUCK MATRUCK 1 | Geoep Nemton

0100 Fh DODGESTE 1ISTIRRY FORD TRLUCK MA TRUCK L Croup Nutntes

0100 PAL 01115074 11780867 RHODA HORSE MA HORSE 1 | Geoep N

0100FM 00223006 117BOBST MA HORSE MA HORSE B | Group Nuwisoa

0343 PAL 00014743 13330013 L] L € HIGH RISK FOLLOW.LP

GO0 PA 01082032 13550013 L L C  SUBSEQUENT CERTIFICATION

The My MN WIC App

All appointments and education classes receive notifications two days prior to the scheduled
appointment/class.

Appointments

The appointment reminder notification displays UPCOMING APPOINTMENT and the reminder
message lists the date and start time.

# My WIC App

UPCOMING APPOINTMENT

secoo erizon F

A

6:33 AM i -

Messages

UPCOMING APPOINTMENT
MOM

10/06/2016 AT 9:15AM

@ (952) 891-7525
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Group Education Classes

The group education class reminder notification displays UPCOMING CLASS and the reminder
message lists the date and start time.
r
MY WIC APP X

UPCOMING CLASS

| —

«l| Verizan B:34 AM & § -

“~ Messages

m UPCOMING CLASS
SAMANTHA
03122018 AT 4:30PM

@ (952 891-TH25

If the participant was not marked as kept, s/he will receive a message indicating the
appointment or class was missed.

Reference — Complete Listing of Hyperlinks

Group Class Roster Infoview Guidance Document
(https://www.health.state.mn.us/docs/people/wic/localagency/reports/infoview/grouped/clas
sroster.pdf)

Minnesota Department of Health - WIC Program, 85 E 7" Place, PO BOX 64882, ST PAUL MN 55164-0882;
651-201-4444, wic.health@state.mn.us, www.health.state.mn.us; to obtain this information in a different
format, call: 6571-207-4444
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