E-Forms

Transition into MI-WIC



E-Forms
Roles

» The E-Forms role will now be available in MI-WIC as a Local Agency Level
Role.

» To assign this role, supervisors will need to select the E-Forms LA-Clinic Role and
associated clinics on the ‘LA Roles’ screen.

» This will be added and maintained as all other MI-WIC roles.
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E-Forms
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» To access E-Forms, clinic M
staff will now select it as
an available option on =
the MI-WIC home T aomn
screen

VENDOR

WIC Announcements

SECURITY

E-FORMS

Many documents on this site
are PDF files which require
the use of the free Adobe
Acrobat Reader.

Y

APP Server 1

Access to this system is restricted to quthorized users only and limited to approved business purposes. By using this system, you expressly consent to the monitoring of all activities. Any
unauthorized access or use of this system is prohibited and could be subject to criminal and civil penalties. All records, reports, e-mail, software, and other data generated by or residing upon
this system are the property of the State of Michigan and may be used by the State of Michigan for any purpose.
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E-Forms

(2 MI-WIC EForms - Internet Explorer

File Administrative Mail Room Agencies Reports Mon 10/172018 7]

®» TO entfer, view or maintain
orders, staff will select the
‘Agencies’ option from
the menu.

» From there, they will select
‘Orders’

E-Forms Module

Version: 8.0.0.11
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E-Forms

Order Status: [All v|
Order #: |

» Once On The Order Screen' by Order Created Date Between: -| and j

o
defOUH, STOff will see all forms Local Agency/Clinic: [010101 Alcona County Office ™
that have been ordered for =
‘I'h | . . | | 1_ Local Agency/Clinic* order... Form #* Description* g";;g‘; ﬂ'lii?ﬁi’g ?j:?:n'ﬂ' A
e C I nIC Or OCO Ogency O 010101 Alcona County Office 334 00125 Descrip Change 5 2]
Which 'I'hey Ore |Ogged in 010101 Alcona County Office 320 kb bbb 5|311 Lake 5t ,Ha.. 5 1]
010101 Alcona County Office 329 aa as 10| 311 Lake St Ha.. | 1D 3
010101 Alconz County Office 327 0001F3 0001F3 16 3
010101 Alcona County Office 306 UATFORM10 UATDESC10 5111 3
010101 Alcona County Office 232 DCH-125 Forms test-125 10 10 1
010101 Alcona County Office 229 001TESTT 001TESTT i0 10 o
010101 Alcona County Office 225 Junel23 Junel23 10 10 1
010101 Alcona County Office 225 Junel23 Junei23 10 1
010101 Alcona County Office 225 Junel23 Junel23 10 1
010101 Alcona County Office 206 00125 Descrip Change 10 2
010101 Alconz County Office 205 Junel23 Junel2? 10 10 1
010101 Alcona County Office i70 00125 Descrip Change 15 L)
e 010101 Alcona County Office 170 00125 Descric Chanae 15 > 2!

[ Add Remove
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E-Forms

» Order Status:

» Al
» Un-Submitted
) Order Status: _
» Have been saved but not submitted Order #: [ponama LS
- Order Created Date Between: |=Moped -]
» Partially Shipped
Pendlng Local Agency/Clinic: |Rejected flice v

» Have been submitted but not shipped 6o

= Shipped

= Partially Shipped

» Rejected




E-Forms
Creating a New Order

» To add a new form to order, select ‘Add’ at the boftom of the screen.

Order Status: | Un-Submitted N
Order #:
Order Created Date Between: - | and -]
Local Agency/Clinic: |010101 Alcona County Office [v|
6o
Local Agency/Clinic* Order # Form &% Description® 3:::.-:;!! f:?r&;g‘ QS:?:::; 1
Mo Records Exist in Data Source
< >

[ Add Remove

s (D (e

Note: To reduce confusion when creating a new order, select order status ‘un-submitted’ to
see only those forms that have not yet been ordered. u,[l(c\ MICHIGAN




E-Forms
Creating a New Order

» First, select the clinic from the drop-down menu

Order Status: |Un-Submitted v
Order #: |
Order Created Date Between: -| and -]
Local Agency/Clinic: |010101 Alcona County Office v
‘6o
Local Agency/Clinic* order... Form #* Description* g’;e':_:;‘; 3‘;"2";2 g::’:m i:'
3
010101 Alcona County Office
< >

[ ad Remove

[ Submit _I Cancel
lc MICHIGAN




E-Forms
Creating a New Order

» Next, the user will need 1o select the Form

R~ Number OR the Form Name from the
Order Created Date Between: ] ana -] available drop-down menus
Local Agency/Clinic: [010101 Alcona County Office Lv]
. = When one is selected, the other will
tocel Agency/Chiict Ol Forma | pesmpton® | GUOE NI Sl automatically fill in
" B = i.e.if you select DCH-1318, the description wil
e I automatically populate as ‘Questionnaire’
Fram » The drop-down menu will also indicate form
status:
» |f a form is Greyed out, this indicates that it is
currently Out of Stock or unavailable to order

[ add Remove

» |f g form has been removed from the list, it is no

longer in use
mMICHIGAN
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E-Forms
Creating a New Order

Order Status:
Order #:

Order Created Date Between: | | and -]
Local Agency/Clinic: [110101 Alcona County Offioe o]
(6o
» Once you have selected the form, e romer  omcpiee  QES oo guemy| s S| oot
the ‘Supplies on Hand’ and ‘Maximum TN
Order Limit’ will display
®» Keep in mind, you cannot order more
than the maximum and you cannot
order more than what is in stock
e >
Message from webpage X Tl (SRR (Gancel

| Cuantity Ordered is greater than Maximurn Order Limit or Supplies on
: Hand

oK




E-Forms
Creating a New Order

Order Status: |Un-Submitted v

Order i | » Staff will enter the number they
Order Created Date Between: | and - would like to order in the
Local Agency/Clinic: [010101 Alcona County Office v . . .
= Quantity Ordered’ column on
Onder.  Fomet  Descrptont | QUUUY  Shpeng  Quetty Swple gullma O the grid
DCH-1319 Infant Questionaire 3 134 ¥ a
» Keep in mind the ‘Supplies on
Hand' and the ‘Maximum
Order Limit’
< >

[ add Remuove

[ Submit -I Cancel




E-Forms
Creating a New Order

» Finally, users will need to select
the shipping address to which the o T
forms will be mailed from the oo

Order Created Date Belween:| j and j
: i i : - Local Agency/Clinic: (010000 District Health Department No._ 2 A
Shipping Address’ drop-down gency s
mMmenu ) - ;
Local Agency/ Clinic* Order... Form #* Description® g"ﬂ‘m ﬂ‘l'i"";_':;!l %::':p'fj’ .5":
» When |Ogged in Under 'I'he Clinic F | 010101 Alconz County Office DCH-131% Infant Questionaire 5 gville 48740 M| ’I:\} E
level, only the address for that Branch dggot 1
clinic will be listed o
. dinut st Lansing
48912!_\1"_ )
» When logged in under the local sorzm v
agency level, all clinic addresses
within the local agency will be
listed
< >

Add Remowve
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E-Forms
Creating a New Order

Order Status: |Un-Submitted v
Order #: |
N Order Created Date Between: -] and =]
Local Agency/Clinic: |D10000 District Health Department No_ 2 b
‘6o
Fomee  Desrptons | QUMY Shivieg | Quetly Sulies gl Qder | Ordered

» After saving, the ‘Ordered by’ F R TSN
column will automatically
populate based on the user ID
logged in

<
Rdd Remaove

| Submit -[cm




E-Forms

Creating a New Order = Confinue to add lines until all
of the forms have been

| entered.
Order Status: |Un-Submitted v|
Order #: |
Order Created Date Between: - | and [=]
oca en inic: (010000 District Health Department No_ 2 hd
e = = Remember, you have to
R o = e = save before the ‘SUBMIT’
Local Agency/ Clinic* Order... Form &% Descri n* Ordered*® Address*® Ship an
: ; = button at the bottom of the
010101 Alconz County Office DCH-1313 Infant Questionaire 5/311 Lake St Ha.. 184 | poge becomes OC'I'i\/e.
» QOrders are only processed
after they have been
SUBMITTED.
< 2

Add Remowve

Subimit - I Cancel




E-Forms
Creating a New Order

» Once all forms have been
entered, staff can submit the
order.

» Keep in mind, You only want one
clinic and one shipping address
per order

» |f you entered forms for more than
one clinic at a time, utilize the
‘Local Agency/Clinic’ Filter af the
top of the screen to submit one
clinic at a time

Order Status:
Order #:

When submitting an order,
make sure a clinic is selected

Order Created Date Between: | -] and ]
Local Agency/Clinic: [010101 Alcona County Office — M
16:

Local Agency/Clinic* Order... Form #* Description® gﬂa"m"l, 3‘;"‘“"2 g‘,:?:p'f‘}' 5&:
010101 Alcona County Office 0001F3 0001F3 15311 Lake 5t ,Ha.. 332
010101 Alconz County Office DCH-1319 Infant Questionaire 3| 311 Lake S5t Ha.. 184

< >
Add Refmiove
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E-Forms
Creating a New Order

Order Status: |Pending v|
Order #: | 373 . .
Order Created Date Between: | - | and B » Once The Order IS SmeITTed/

Local Agency/Clinic: [010101 Alcona Gounty Office [v] an b Order NU mber’ Ond
F 3
= S _ ‘Order Date’ will be
Local Agency/Clinic* Order... Form #* Description®  Quantity  Shipping gﬁla:p.::} ou g enera _I_ e d
010101 Alconz County Office | 373 DOD1F3 00D1F3 15311 Lake St Ha.. 392
010101 Alcona County Office 373 DCH-1319 Infant Questionaire 5/211 Lake St ,Ha... 184 » The Order Wi” ﬂOW be
classified as status ‘Pending’

» Ufilize the ‘Order Status’ filter
at the top of the screen to
monitor the status of the
order and see when it has
shipped.

[ ada Remove




E-Forms
Reporting

» The ‘Forms List’ Report will
display forms and their
current status.

» Use this report to see what
forms are currently
available to order or what
is currently out of stock

®» To access the report, select
‘Forms List’ from the
‘Reports’ drop-down menu

2 MI-WIC EForms - Internet Explorer

Mon 10172018 7]

I_WI C File Administrative Mail Room  Agencies orts
gement Information
Michigan WiC ' ‘“
Orders List
Order Status:
' Administrative n Statewide Forms Usage
Order #:
' Mail Room o
Order Created Date Between: - | and -]
_ Local Agencyi/Clinic: |E||101u1 Alcona County Office v
Orders E
Logoff o | - S -
¢ Local Agency/ Clinic* Order... Form #* Description® 3"';“"“’“ ﬂﬁﬂa ?s:?:p‘l‘; 5‘}:
010101 Alcona County Office | 373 Q001F3 Q001F3 15311 Lake St Ha... 332
010101 Alcona County Office 373 DCH-1319 Infant Questionaire 5 311 Lake 5t Ha.. 184
< >
[ add Remuove
[ Submit - t Cancel
Version: 8.0.0.11 RESSLERK 010101 Alcona County Office miwics




E-Forms

Reporting
®» Select either a specific Form or run
based on form status
Forms List
Form # | |
Form Description | |
w Form Status:
Active ]
e et » Active- in use and available

» Non Active- in use but unavailable
at this fime

» No Longer Used- Form has been
discontinued

" RunReport [ Cancel




E-Forms
Reporting

\\

Report Date: 05/21/2018 ][Ichlgal:lgl"i:;i(]-_‘ilt‘ﬂgl‘ﬂm Page 1of 3 » Th e re p O r-I- WI | | d IS p | O y
» Form Number and Description
Forms Description Form Status | *"PPlies On (}fﬂﬁt Admin Comments
v Hand for clinies » STQTUS
WIBUG MWOIBUG Kot-Active 1] 0 may Comments
[ v o » Supplies on Hand
OMIE2 0001F2 Kot-Active 1] 15
PO - S— , » Maximum Order Limit
DIF4 WO1F4 Mot-Active 0
e oo — " » Admin Comments
m:f :::fm :ﬂm 32 » Comments entered by State Staff
P p— —— - regarding the form, form status or
P — S » other related details
IDEC2S ODEC28 Mot-Active 0 20 122672017
1 1 Active 10 10
1MFORMT WOOFORMT Mot-Active 0 10
114zt new Kot-Active 5 5
12345 et new idea Kot-Active 1] 10
¥ Mot-Active 0 10
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E-Forms
Friendly Reminders

Keep in mind, you cannot order more than the maximum order limit and you
cannot order more than what is in stock.

When logged in under the Clinic level, only the address for that clinic will be
listed under “Shipping address”. When logged in under the local agency level,
Il clinic addresses will be listed.

If multiple forms are needed, continue to add lines until all forms have been
entered, and then click submit after ALL appropriate forms have been added.
This process will reduce shipping costs/quantities.

» Fach clinic should limit ordering to ONE fime per week to maintain adequate stock
and contain costs.

Remember you must “Save” before you click “Submit” on an order.
You must SUBMIT the order for it to be processed and sent to your clinic.

» You know the order has been submitted when:

» An Order Number appears next to the Form #

» When it no longer appears under the ‘Un-Submitted’ Order status (filter at top of screen)



E-Forms

If you have questions specific to E-Forms, please
contact Hanna Thelen at thelenh1 @Michigan.gov
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