Monthly Caseload Management Calendar for WIC Coordinators (Full-time)
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Key Terms for Calendar:

Note: Coordinator needs to assure these tasks occur but does not need to be the one to do all of them. See “Caseload
Management Reports” document for more information on how, when and why to run these reports:

(1) Caseload reports (in Ops/Management): Certified Caseload — 12 month History; Participating Caseload — 12 month
History; Percentage Not Receiving Fls

(2) Appt. Scheduler Reports (In Appt. Scheduler): Projected Number of Individual Appt. Requests; Register of Clients to
Schedule Manually (if not all clients are auto-scheduled); Unfilled Appointment Report by Date and Clinic; Group Appt
Sign Up List

(3) Termination Notices for Auto and Manual Terms: These are kept in a .PDF file on Internet. Can view, print and mail
weekly. Must do at least monthly. Go to internet site: http://famnet.hr.state.or.us and select notices to print.

(4) Auto Scheduler Unable to Schedule Report: Select run date you want to review and look at both “Unable to Sched”
and “Not Processed” tabs for clients who were not scheduled. Make corrections as needed in Daily Clinic Schedule
and re-run auto scheduler, or manually schedule clients who were not auto-scheduled.

(5) These reports all identify clients who are potentially eligible to receive Fls but for various reasons have not received
Fls in the current month. These clients may need to be contacted to bring in required Rx’s or required proofs or be
scheduled for 2" NE or FI pickup.

(6) End Cert, No Appt Report (in Client Processes): This report shows clients who have a cert end date for the current
month, have not yet been recertified, and either do not have a scheduled recert appt. in TWIST or have failed a recert
appt. earlier that month. This report should be run mid-month and a few days before the end of the month.

(7) Transaction Report (Ops/Mgmt): gives a 12-month history of certs, recerts, reinstates, terms, transfers and migrants.
May want to run mid-month or even weekly if closely monitoring caseload.

(8) Show Rate reports: Located in Appt. Scheduler module in Outputs. Various reports on both individual and group
appointment show history. Compare to previous months for assessment and planning.

(9) Selected Group NE Class: in Client processes- Outputs — Reports — Nutrition Education — Group Nutrition Education
classes. Lists all scheduled GE classes for selected time period with number booked as of date report is run.
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