Printing Missed Appointment Notifications

1. From the Home Screen, go to Operations, then select Notifications

Home Family Services Scheduling | Operations | Finance Administration Help
N y State Family Workflow Dashboard . 1
(QW Family Services Y o demption
Search Dual Participation

@ Add a New Family Maintain Customer Service Issues Background Processes

@ Clinic Family Workflow Dashboard [ Notifications ] d

® Family Search Maintain Tasks duling

@ Income Screening Calculator Maintain Outreach Organizations Appointment Types

@ NC Nutrition Services Branch Maintain Outreach Campaigns prch

2. Under Search Criteria, select one or more options and click Search.
The screen refreshes and displays the results in the Search Results grid.

Example 1: Searching for Missed Initial Certification appointments between the dates of 11/7/22 and

I Home Family Services Scheduling Vendor Operations Finance Administration Help Logout
Search Criteria Q
Communication Method [] — ~ Appointment [/ ~ Family [} I Search I Clear Criteria
[ Mail Appointment Date Family ID
From To
[] E-Mai / Text ; J
S [11/7/2022 11/9/2022 [ Family Last Name
Type Appointment Status ‘ |
Inital Certification | | [Missed | =
¥ Search Results (2)
;Appointment Communications - Search Results Totaltems: 1 ()
| E-mail/ Text | print | phone|  Family ID__ | parent / G Name ce A Type | Appointment Date | Appointment Status Attac \
x A FOD600004490  Madeline Woods Mail Initial Certification 11/08/2022 Missed
Sent-By (E-mail) Print Mailing Labels? p
\System Default :‘ [~ Complete Communications L Cancel
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Printing Missed Appointment Notifications

Example 2: Searching for Missed Subsequent Certification appointments during the same date range.

|» Search Criteria (2) |
~ C ication 1 + ~ Appoi A \ ~Family (] —— Search | | Clear Criteria |
[ mail Appointment Date Family ID
From To
[] E-Mail / Text i &) 7, = L
11/7/2022 J 11/9/2022
" 1 Fhoos Family Last Name
) Type Appointment Status
Subsequent Certification 2 Missed = |
|»Search Results (2)
~Appointment Communications - Search Results Total Items: 4 (7)) |
‘ Efma'l,'Tattl Printl icne‘ Family ID | Parent / Guardian Name | Preference Appointment Type | Appoi Date | Appoil Status Attachmen! |
x (] F00200003931  Straw Berry Mail Subsequent Certification 11/07/2022 Missed
X (%] FO0600004416  Green Marker Mail Subsequent Certification 11/08/2022 Missed
X B (] FO0600004602  Color Festive Phone Subsequent Certification 11/09/2022 Missed
x ¥l [  FO0600004602 Color Festive Phone Subsequent Certification 11/09/2022 Missed |
Sent-By (E-mail) Print Mailing Labels? . i
ISystem Default = [ = Complete Communications Cancel

3. To generate a list of ALL missed appointments during that date range, leave the Appointment Type
field blank:

v Search Criteria 6’_)
~ Communication Method (] - ~ Appoi 2 Family [ —— Search Clear Criteria |
[ mail Appointment Date Family ID
From To
[ E-mai / Text -
] phone 11/7/2022 J 11/9/2022 J Family Last Name
g ] Appointment Type Appointment Status
= (Mssed [7]
L | Initial Certification
| Subsequent Certification
»Search Results | Nutrition Education - Individual Q
Food Benefit Issuance
[*Appointment Comn ication: s Mid-Certification Assessment Total Items: 7 G) ‘
l E~maiITmI Printj Dhonel j Aol R Folow-ap fian Name | Prefi ce ppointment Type I ppointment Date | Appoil t Status Attact
{ Low Risk Follow-up
x %] FO Breastfeeding Mal Subsequent Certification 11/07/2022 Missed
x A FO0600004490  Madeline Woods Mail Initial Certification 11/08/2022 Missed
* A FO0600004416  Green Marker Mail Subsequent Certification 11/08/2022 Missed
x (7] FO0600004711  Athens Greece Mail Nutrition Education - Individual  11/08/2022 Missed
X @ FOO600004711  Athens Greece Mmal Nutrition Education - Individual  11/08/2022 Missed
X [0 [  F00600004602 Color Festive Phone Subsequent Certification 11/09/2022 Missed
x B A FOD600004602  Color Festive Phone Subsequent Certffication 11/09/2022 Missed
\
Sent-By (E-mail) Print Maifing Labels? .
System Defauk | = ‘ I~ : _u:m.plete Communications Cancel
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4. To print missed appointment notifications, make sure a check mark is in each print box under
Appointment Communications-Search Results.

e
Home Family Services Scheduling Vendor Operations Finance Administration Help Logout
~Search Criteria (2)
~ Communication Method [] - ~ Appointment [/ <~ Family (] o Search Clear Criteria |
I mai Appointment Date Family 1D
From To
[ E-Mail / Text ;
O] phone 11/7/2022 11/9/2022 [#] Family Last Name
Appointment Type Appointment Status
> Missed | = |
~ Search Results (2)
> Appointment C nications - Search Results Total ems: 7 () |
E-mail/ Text i Print Phune| Family ID ‘ Parent / Guardian Name | Preference Appointment Type l PPOil Date | Appoi Status Attachments I

* (] F00200003931  Straw Berry Mail Subsequent Certification 11/07/2022 Missed

X @ FO0600004490 Madeline Woods Mail Initial Certification 11/08/2022 Missed

* A FOO600004416  Green Marker Mail Subsequent Certification 11/08/2022 Missed

)( A FOD600004711  Athens Greece Mail Nutrition Education - Individual  11/08/2022 Missed

X A F00600004711  Athens Greece Mail Nutrition Education - Individual  11/08/2022 Missed

x A A F00600004602  Color Festive Phone Subsequent Certification 11/09/2022 Missed

x (A (A FO0600004602  Color Festive Phone Subsequent Certification 11/09/2022 Missed

Sent-By (E-mail) Print Mailing Labels? & " E
System Default = = Preview ( |C p ¢ jons | Cancel

5. If you want to preview notifications before you print them, click on Preview Communications. When
you Preview the Communication, it will give you an option to print.

IMPORTANT: Do NOT print at this time. If you do, the notification will be printed but it will not be
documented in the Journal of Transactions. After reviewing the notification, click Cancel.

v Search Criteria (-:’)
~ Communication Method [_] - ~ Appoil .| rFamily (] — search | | Clear Criteria
I Mai Appointment Date Family ID
(] E-Mai / Text Lo L
1 Phone 11/7/2022 ‘ 11/9/2022 == Family Last Name
Appointment Type Appointment Status
2 Mised |+
|
¥ Search Results Q
~ Appointment Communications - Search Results TotalItems: 7 €3
" |'E»mailText.| Pn'ntl Dhnne.l Family ID -‘“Darent,' Guardian Name .Preference. Al i Type Appointment Date | intment Status“ Attac
x %) F00200003931  Straw Berry Mail Subsequent Certification 11/07/2022 Missed
b 4 (%) FO0600004490 Madeline Woods Mai Inttial Certification 11/08/2022 Missed
24 A FOD600004416  Green Marker Mai Subsequent Certification 11/08/2022 Missed
X iz FOD600004711  Athens Greece Mai Nutrition Education - Individual  11/08/2022 Missed
x ] F00600004711  Athens Greece Mai Nutrition Education - Individual ~ 11/08/2022 Missed
x [ [ Fo0600004602 Color Festive Phone Subsequent Certfication 11/09/2022 Missed
¢ A A [A FO0600004602  Color Festive Phone Subsequent Certification 11/09/2022 Missed
Sent-By (E-mail) Print Mailing Labels?
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Home Family Services Scheduling Vendor Operations Finance Administration Help Logout

( Communication Preview Q Iﬁ] ‘

Missed Subsequent Certification Appointment

Color Festive
5698 Panthers Drive
BOLIVIA, NC 28422

[

Dear Participant/Parent/Guardian/Caretaker:

Glitter missed their WIC certification appointment. We would like to check to see if you would like to continue on th
Program. Please call the WIC office as soon as possible to reschedule your appointment.

When you come into WIC, be ready to talk about you or your child's medical history, eating and exercise habits. Als
remember to bring the following:
s Proof of residence 3

£3) J 73]

il

=

6. To print the notifications, select Yes or No in the Print Mailing Labels? field and then click Complete
Communications. The notifications will be printed AND documented in the Journal of Transactions.

¥ Search Criteria (2]
~ Communication Method ] - ~ intment [/ \ Family [] —— [ search Clear Criteria ‘
[ mail Appointment Date Family ID
[ E-Mal / Text Jon To
O] phone 11/7/2022 ] 11/9/2022 | Family Last Name
Type Appointment Status
I‘ (= Mesed [

\~Search Results [2)
~ Appointment Communications - Search Results _ _ : Total Items: 7€) |
| ‘ l:—maip'Textl Print [ Phunel Family ID | Parent / Guardian NamEl Preference Appointment Type ppointment Date | App Status Attach |

>4 %] FO0200003931  Straw Berry Mai Subsequent Certification 11/07/2022 Missed
b 4 (¥4} FO0600004490 Madelne Woods Mai Initial Certification 11/08/2022 Missed
x A FO0600004416  Green Marker Mail Subsequent Certification 11/08/2022 Missed
x A FO0600004711  Athens Greece Mal Nutrition Education - Individual  11/08/2022 Missed
* | ¥a) FO0600004711  Athens Greece Mal Nutrition Education - Individual ~ 11/08/2022 Missed
» A (1 FO0600004602 Color Festive Phone Subsequent Certification 11/09/2022 Missed
¢, [ A (1  FOD600004602 Color Festive Phone Subsequent Certification 11/09/2022 Missed
Sent-By (E-mail) Print Mailing Labels? =
| System Default > No x | Brsiewy Commumication Gencel
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7. Example of clicking Complete Communications and the subsequent Journal of Transactions. This

example is for one family.

Quick Links I

©) New Family

"), Family Search

b2 centification
Famiy Demagraphics

Family Assessment
Particpant Demographics

Berry Family

Family ID: F00200003931

458 Fruit Way
STONY POINT,

Straw Berry

Participant ID: 960086833Q

Age: 24 years and 8 months

WIC Category: Breastfeeding Woman

()

NC 28678

|* Transaction Criteria

(2)

Income Information Select Participant or Family Select Activity Start Date End Date
Certfication Signature - . p . S - -
e o | (a [=]  [Notfications -] (27022 [] [127/2023 [] [ search
Health Information
Eco-Socil P
Dietary & Heath Transaction History TotalItems: 1)
é?fgc Zdl:f::;i:r; Occurrence Date | Activity Description | Participant Name ‘ Staff Name Modified | Staff Name Created
Tssue EBT Card 1/27/2023 Communication Printed for Missed Subse ~ Straw Berry Cross rossroads Cross rossroads
Family Alerts
Notes
Family Documents
b care Plan
) Issue Benefits
[ ——— Contact Date Participant Name Activity Description
1/27/2023 Straw Berry Communication Printed for Missed Subsequent Certification Appointment Notification
EBT Activity History View Notification Notification Sent To

Subsequent Certification

|22 | Scheduling System
Family Appointments
Quick Appointments
Clinic Master Calendar

<

Auto Dialer Response Date Auto Dialer Response

|~Notification:

458 Fruit Way STONY POINT, NC 28678
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