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Operations Reports MPSC WIC Data System Project 

1 Introduction 
This reports DFDD contains the reports related to the Operations Management functional 
area.  The following set of reports represents existing reports from the transfer system as 
well as new reports requested during the MPSC project’s design phase. 
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2 EBT Operations Reports 
These reports are for EBT States only. 

2.1 EBT Cards Issued Disposition Report (EBT Only) 

Description This is for EBT only states. 

The EBT Card Issued Disposition Report shows the EBT cards issued 
based on selection parameters. 

Parameters  Local Agency (one or all) 

Clinic (one or all) 

Start and End Dates 

Record 
Selection / 
Filtering / 
Calculations 

Based on the selection, gathers all issued EBT cards (transaction type of 
Setup and Replaced). 

This report will exclude investigation family related data. 

Print Columns Card Number (Mask of 99999999-99999999) 

Family Name and Number (if applicable) 

Special Indication if card is assigned to a foster child 

Issued Date 

Sort Order Local Agency ID 

Clinic ID 

Card Number 

Total / Count 
Columns 

Count 

State Totals Yes 

Primary Group 
(page break) 

Local Agency 

Additional 
Group By 

Clinic ID 
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2.2 EBT Cards Abnormal Disposition Report (EBT Only) 

Description This is for EBT only states 

The EBT Card Abnormal Disposition Report shows the details of EBT 
cards with abnormal dispositions with a comparision summary of cards 
issued based on selection parameters. 

Parameters  Local Agency (one or all) 

Clinics (One or all) 

Start and End Dates 

Record 
Selection / 
Filtering / 
Calculations 

EBT cards have status history records.  Select all the cards that have 
history records of Hot Carded (i.e. Lost, Stolen, Damaged) within the 
selection parameters. 

Count all the EBT cards that were issued (Type of Setup or Replaced) 
based on the selection parameters. 

This report will exclude investigation family related data. 
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Print Columns Card Number (Mask of 99999999-99999999) 

Family Name and Number (if applicable) 

Special Indication if card is assigned to a foster child 

Reason 

Transaction Date 

Sort Order Local Agency 

Clinic ID 

Card Number 

Total / Count 
Columns 

Count of “abnormal” cards 

Count of cards issued (Setup) 

Calculate and print % of “abnormal” against the issued 

State Totals No 

Primary Group 
(page break) 

Local Agency 

Additional 
Group By 
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2.3 UPC Purchased Report (EBT Only) 

Description This is for EBT only states. 

The EBT UPC Food Purchased Report shows the UPC counts and average 
prices for the selected categories over a selected time period.  

Parameters  Category (select one, multiple or all) 

Start and End Dates 

Record 
Selection / 
Filtering / 
Calculations 

Count and calculate the average price for UPCs from the selected 
categories from start to end date inclusively. 
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Print Columns Category Number and Name 

  Subcategory Number and Name 

    UPC Number 

    UPC Product Name 

    Generic (Yes or No) 

    Count 

    Average Price 

Sort Order Category by Category name 

Subcategory by Subcategory number  

UPC Detail Line by UPC Number 

Total / Count 
Columns 

Count the number of UPCs 

Calculate the average price 

State Totals Grand Total  

Primary Group 
(page break) 

Category (total count) 

Additional 
Group By 

Subcategory (total count) 
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2.4 UPC Not Purchased Report (EBT Only) 

Description This is for EBT only states. 

The UPC Not Purchased Report is to assist the state in determining 
which UPCs may need to drop from their list of available UPCs. 

Parameters  Category (select one, multiple or all) 

Start Date 

End Date 

Record 
Selection / 
Filtering / 
Calculations 

For each active UPC, count the quantity of redeemed UPCs from the 
selected subcategories for all vendors from the start to end date 
inclusively. 
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Print Columns UPC Number 

UPC Product Name 

Cat (this is the category number) 

Subcategory  

Generic (Yes or No) 

Count 

Sort Order Count (ascending) 

Total / Count 
Columns 

Count the number of UPCs 

State Totals None 

Primary Group 
(page break) 

None 

Additional 
Group By 

None 

Special Notes Similar to the UPC Purchased Report 

February 16, 2011 EBT Operations Reports Page 11 of 11 



Operations Reports MPSC WIC Data System Project 

 

Page 12 of 12 EBT Operations Reports February 16, 2011 



MPSC WIC Data System Project Operations Reports 

3 Inventory Operations Reports 

3.1 Non-Serialized Inventory Order Received Summary Report  

Description The Non-Serialized Inventory Order Receipt Summary Report is used to 
track the amount of non-serialized inventory received at the clinics. 

Parameters  Start Date 

End Date 

Category (one, multiple or all) 

Record 
Selection / 
Filtering / 
Calculations 

Select all the Non-Serialized Inventory Received records that match the 
category(s) selected and whose Received Date is within the start and 
end date inclusively.  Sum the Amount Received for the Inventory 
Items. 

Print Columns Category 

Inventory Item 

Count 

Sort Order Category (code display sequence) 

Inventory Item (display sequence) 

Total / Count 
Columns 

Count 

State Totals The detail records are statewide counts. 

Primary Group 
(page break) 

None 

Additional 
Group By 

Category 
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3.2 Non-Serialized Inventory Order Received Detail Report  

Description The Non-Serialized Inventory Order Received Detail Report is used to 
track the amount of non-serialized inventory received at each clinic with 
clinic totals. 

Parameters  Start Date 

End Date 

Category (one, multiple or all) 

Record 
Selection / 
Filtering / 
Calculations 

Select all the Non-Serialized Inventory Received records that match the 
category(s) selected and whose Received Date is within the start and 
end date inclusively.  Sum the Amount Received for the Inventory Items 
for each clinic. 

Print Columns Category (Inventory Category Name) 

Inventory Item (Inventory Name) 

Clinic (LA ID, Clinic ID and Clinic Name) 

Clinic Total 

State Total 

Sort Order Category (code display sequence) 

Inventory Item (display sequence) 

Clinic (LA ID / Clinic ID) 

Total / Count 
Columns 

Clinic Total (total for an inventory items within a clinic) 

State Total (total for an inventory item) 

State Totals Yes 

Primary Group 
(page break) 

None 

Additional 
Group By 

Inventory Item 
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3.3 Serialized Inventory Report  

Description The Serialized Inventory Report is used to show the amount of 
serialized inventory at the selected level (clinic, local agency or 
statewide). 

Parameters  Category 

Select one: 

  Statewide (default if no selection) 

  Local Agency 

  Clinic 

Record 
Selection / 
Filtering / 
Calculations 

Select all the active Serialized Inventory Records that are not Retired 
based on the selection parameters.  To be active, neither the serialized 
inventory category or type can be deactivated. 

Print Columns Detail line: 

   

  Serial Number 

  Inv # 

  Rental Company 

  Add Date 

Sort Order Type (table display sequence) 

Total / Count 
Columns 

Count on Category and Type (at all levels) 

State Totals Yes (if selected) 

Primary Group 
(page break) 

None 

Additional 
Group By 

Type 
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4 Monitoring Operations Reports 

4.1 Clinic Monitoring Report 

Description The Clinic Monitoring Report is for the state operations manager to 
monitor and compare key clinic factors.  These factors may indicate a 
need to investigate a clinic to determine if operational improvements 
need to be made or abuse situations need to be rectified. 

Parameters  Issuance Start Time (drop down contains 12 AM, 1 AM, 2 AM,…12 PM, 1 
PM, 2 PM,…11 PM). 

Issuance End Time (drop down contains 12 AM, 1 AM, 2 AM,…12 PM, 1 
PM, 2 PM,…11 PM). 

 

There are two sub-titles on this report to help the user know what 
parameters were used when the report was run:  Issuance Start Time 
and Issuance End Time.   

 

Record 
Selection / 
Filtering / 
Calculations 

No Nutr Education Percentage: Calculated by dividing the number of 
enrolled participations that do not have a nutrition education record in 
their latest certification period divided by the total number of enrolled 
participants. 

No Income Percentage:  Calculated by dividing the number of enrolled 
families reporting an income of zero by the total number of enrolled 
families.  

Infants Percentage: Calculated by dividing the number of enrolled infant 
participants by the number of enrolled participants. 

Multiple Births Percentage: Calculated by dividing the number of 
enrolled multiple birth participants by the number of enrolled 
participants.  Each multiple birth is counted as a single item in the 
calculation. 

Cert Appts Percentage: Calculated by dividing the total number of 
scheduled certification appointments by the total number of scheduled 
appointments from the last full calendar month. 

No Shows Percentage: Calculated by dividing the total number of no 
show appointments by the total number of scheduled appointments 
from the last full calendar month. 

Outside Hours Percentage: Calculated by dividing the total number of 
issued food benefits (FI states – FIs, EBT States – write to a card) 
outside reasonable hours by the total number of issued food benefits 
from the last full calendar month. Outside reasonable hours are 
considered any Saturday or Sunday or weekday hours starting at 
midnight until an Issuance Start Time report parameter or an Issuance 
End Time report parameter until midnight.  

This report will exclude investigation family related data. 
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Print Columns No Nutr Education  

No Income  

Infants  

Multiple Births  

Cert Appts  

No Shows  

Outside Hours  

All percentages expressed with one decimal point. 

Sort Order The sort order of the report is state aggregated followed by each local 
agency (ascending by local agency number) with their clinics (ascending 
clinic number). 

Total / Count 
Columns 

Columns are percentage based (percentage calculated for each level; 
clinic, local agency and state). 

State Totals Yes 

Primary Group 
(page break) 

Local Agency 

Additional 
Group By 

Clinic (detail line) 

Developer Notes  
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4.2 Clinic Profile Report 

Description The Clinic Profile Report shows profile data about a clinic.  It is used as 
supplemental information for state or local agency visits to the clinic. 

Data Updated Monthly 

Parameters  Clinic 

Record 
Selection / 
Filtering / 
Calculations 

Select the latest Clinic Staff Profile 

Calculate the participant ratio to FTE by dividing the clinic total 
participant count by the FTE amount. 

This report will exclude investigation family related data. 

Print Columns Staff Type 

FTE 

Counts of All, High Risk, and Low Risk participants  

Participant Ratio to Staff Type FTE (for All, High Risk, and Low Risk 
participants) 

Sort Order Staff Type 

Total / Count 
Columns 

FTE 

Counts of All, High Risk, and Low Risk participants 

Participant Ratio to Total Staff FTE 

State Totals No 

Primary Group 
(page break) 

None 

Additional 
Group By 

None 
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4.3 C&A Tailored Package Usage Report 

Description Abuse may occur with the “Combine and Average” food rules feature.  
Abuse could occur if a package was set up for an ‘Odd’ month (i.e. 
January) with a “higher amount” food item that was marked Odd that 
was followed in the next immediate ‘Even’ month (i.e. February) by with 
a “higher amount” food item that was marked Even.  The user could 
then issue each month with the ”higher amount” food item.  The ability 
to detect abuse will be done via clinic audits with this report.  This 
report will show which participants have issued food from a tailored food 
package that used combine and average food items.  The auditor can 
use this to review these participants to see if abuse has occurred 

Parameters Local Agency, Clinic, Date Range 

Record 
Selection / 
Filtering / 
Calculations 

For the specified Clinics, find all occurances of issued food with the Date 
Range where a tailored food package was used that contains the 
“Combine and Average” feature. 

 

This report will exclude investigation family related data. 

Print Columns Local Agency (LAID and LA Name) 

Clinic (Clinid ID and Clinic Name) 

Family ID 

Person ID 

Participant Name (First, Middle, Last) 

Tailored Package Name 

FDTU 

Sort Order LA ID, Clinic ID, Family ID, Person ID, FDTU 

Total / Count 
Columns 

No 

State Totals No 

Primary Group 
(page break) 

Local Agency 

Additional 
Group By 

Clinic 

 

Developer 
Notes 
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4.4 Family Customer Service Log Report 

Description The Family Customer Service Log Report allows for the detail printing of 
log entries based on level (state, LA or Clinic), Time Period and Contact 
Type.  Examples of its use include complaint monitoring or ME 
preparation. 

Parameters  Level – State, LA or Clinic (data is tied to a family which is at the Clinic 
level) 

Start and End Dates 

Customer Service Type (select one, multiple or all) 

Record 
Selection / 
Filtering / 
Calculations 

Record selection is based on parameters 

This report will exclude investigation family related data. 
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Print Columns LA 

Clinic 

Family Last Name 

Family ID 

Recorded Date 

Customer Service Type 

Civil Right Complaint (Yes or No) 

Closed Date 

Referred To 

Description 

Resolution 

Sort Order LA 

Clinic 

Family Name 

Record Date (Most recent to oldest) 

Total / Count 
Columns 

Clinic Totals 

LA Totals 

State Totals Yes 

Primary Group 
(page break) 

Local Agency 

Additional 
Group By 

Clinic 
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4.5 Interstate Dual Participation Report 

Description The Interstate Dual Participation Report is the result of a two step 
process that reads an input file from another state’s WIC system and 
produces list a of potential dual participation candidates.  The first step 
is to load the other state’s input file (done by the Interstate Dual 
Participation batch process).  This report is the second step. 

Parameters  Input Source (dropdown of available input files which were loaded by 
the batch process) 

Receipt of a Dual Participation File from another WIC system includes: 

MPSC CIBER WIC System (from other MPSC state): see Dual 
Participation Extract in the Clinic Services Batch Processes DFDD 

WIC Indian Networking Data System Nebraska format – WINDS 
(Wyoming) and Ute Mountain Ute Tribe (Colorado): see WY WINDS Dual 
Participation File Format-Nebraska.doc 

Arizona File Format (Utah): See Utah File Format Arizona Files.doc 

CSFP (Colorado): see Re: Dual Participation Format and Lists.msg 
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Record 
Selection / 
Filtering / 
Calculations 

This process assumes that an input file has been loaded by the 
Interstate Dual Participation batch process and the user has been 
notified of which source it is. 

The report will determine any potential participation candidates.  A 
potential participation candidate is identified when the last name, date 
of birth and sex match exactly (Sex match code is not done with CSFP 
file as there is no sex code on the input layout) against active MPSC 
participants. The job creates a report table which is available in the 
Reports database. 

This report will exclude investigation family related data. 

Print Columns Matched Data is considered the data that had the exact content match. 

WIC system is considered the state’s WIC system 

Input Record is considered the other state’s input data. 

Matched Data – Last Name 

Matched Data – Date of Birth (Mask of mm/dd/yyyy)  

Matched Data – Sex (Mask of M or F) 

WIC System – LA ID/Clinic (Mask of 99-999) 

WIC System – Cert Date (Mask of mm/dd/yyyy) 

WIC System - City  

WIC System – First Name 

Input Record – First Name 

Input Record – Cert (Mask of mm/dd/yyyy) 

Input Record – From (this depends on what is available from other 
state) 

Sort Order Matched Data - last name and date of birth 

Total / Count 
Columns 

Number of Input Records (in Header or at top of report) 

Number of Potential Candidates (in Header or at top of report) 

State Totals No 

Primary Group 
(page break) 

Input File Source (State Name) 

Additional 
Group By 

None 
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4.6 LA Eligibility Performance Report 

Description The LA Eligibility Performance Report shows how the local agencies are 
performing in accordance with the latest caseload eligibility. 

Data Updated Monthly – Participation 

Parameters  None 

Record 
Selection / 
Filtering / 
Calculations 

The eligibility data is retrieved from the latest non-experimental 
caseload record. 

The participation data is calculated based on the sum of the last 12 
months of the participation count table for each local agency.  This is 
divided for each local agency by the number of months where that 
agency had any participation recorded. 

The percentage is calculated by dividing the eligible by the participation 
for each category. 

This report will exclude investigation family related data. 
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Print Columns Header parameter line – Date of the latest non-experimental caseload 
record. 

Local Agency ID 

Women 

  Eligible 

  Participation 

  Percent 

Infants 

  Eligible 

  Participation 

  Percent 

Children 

  Eligible 

  Participation 

  Percent 

Total  

  Eligible (Women Eligible + Infants Eligible + Children Eligible) 

  Participation (Women Participation + Infants Participation + Children 
Participation) 

  Percent  

Sort Order By Local Agency 

Total / Count 
Columns 

Each Eligible and Participation Column should be aggregated into State 
Total 

State Totals Yes 

Primary Group 
(page break) 

None 

Additional 
Group By 

None 
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4.7 Local Agency Profile Report 

Description The Local Agency Profile Report shows profile data about a local agency.  
It is used as supplemental information for state visits to the local 
agency. 

Data Updated Monthly 

Participation - Latest CountMonth available from Participation Count 
Batch Process 

Parameters  Local Agency 
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Record 
Selection / 
Filtering / 
Calculations 

Select the latest Clinic Staff Profile for the clinics in the local agency. 

Select the latest production Caseload Management Local Agency row 
record. 

Select all the Local Agency Budget Allocation and Adjustment 
transactions for the local agency. 

Calculate the participant ratio to FTE by dividing the clinic total 
participant count by the FTE amount. 

Print Columns Clinic Staff Profile detail lines: 

  Staff Type 

  FTE (aggregate across clinics) 

  Participant Ratio to Staff Type FTE 

  Participants 

Caseload Management Eligible detail line: 

  Eligible Women 

  Participant Count of Women 

  Percentage of Participant against Eligible 

  Eligible Infants 

  Participant Count of Infants 

  Percentage of Participant against Eligible 

  Eligible Children 

  Participant Count of Children 

  Percentage of Participant against Eligible 

  Total (Women, Infant and Children) 

  Participant Count of Total 

  Percentage of Participant against Eligible 

Caseload Management Allocation detail line: 

  Allocation 

  Total Participant Count 

  Achievement Percent 

Budget detail line: 

  Total Budget 

  Total Participant Count 

  Cost per participant 

Sort Order None 

Total / Count 
Columns 

Clinic Staff Profile total line 

  FTE (all staff types) 

  Participant Ratio to Total Staff FTE 

State Totals No 
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Primary Group 
(page break) 

None 

Additional 
Group By 

None 

Developer Notes Clinic Staff Profile – Only clinics that have a profile setup will be shown 
on the report and contribute to the LA totals for ratio calculation. 

Budget – Pulls number from appropriate Federal Fiscal Year in LA 
Budget screen.  The Fiscal Year is determined based on the current 
date.  The month that starts the fiscal year is found in the system 
parameter System.StateFiscalMonthStart.  For instance, if the value is 
‘10’ and the current date is 6/8/2010 then the fiscal year would be 2010 
as the fiscal year is from 10/1/2009 to 09/30/2010 (which is 2010 fiscal 
year).   For instance, if the value is ‘10’ and the current date is 
12/13/2010 then the fiscal year would be 2011 as the fiscal year is from 
10/1/2010 to 09/30/2011 (which is 2011 fiscal year). 
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4.8 No Show Report 

Description The No Show Report reports no-show rates by appointment types in a 
rollup fashion from clinic to local agency to statewide. 

Parameters  Month, Year 

Record 
Selection / 
Filtering / 
Calculations 

For each level and for each appointment type, count the total number of 
appointments and the total number marked as no-show. 

This report will exclude investigation family related data. 

Print Columns State, Local Agency ID and Name, Clinic ID and Name 

For all types 

  Appt Count 

  No Show Count 

  Percent  

For each appointment type: 

  Appt Count 

  No Show Count 

  Percent 

Sort Order State wide at top, 

Local Agency – by LA ID 

Clinic within LA – Clinic ID 

Total / Count 
Columns 

Detail rows are counts and percentages 

State Totals Yes 

Primary Group 
(page break) 

None 

Additional 
Group By 

LA and Clinic (no reason for page breaks) 
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4.9 Participant Violations, Sanctions and Claims Report 

Description The Participant Violations and Sanctions Report shows the last (rolling) 
12 months of participant violations, sanctions and claims.  Claims are 
the Line 10 and Line 24 types from the 798 Income Tracking screens 
(which is how they are collected). 

Parameters  Month and Year  Note: this is the end month 

Record 
Selection / 
Filtering / 
Calculations 

For the last 12 months, pull participant violations (by violation date), 
participant sanctions (by end date) and the 798 Income transaction 
lines 10 and 24 (by transaction date). 

This report will exclude investigation family related data. 

Print Columns Participant Violation 

  Endorser Name 

  Family ID 

  Participant Name 

  Person ID 

  Violation Date 

  Violation Type 

  LA ID/Clinic 

Participant Sanction 

  Endorser Name 

  Family ID 

  Participant Name 

  Person ID 

  Start Date 

  End Date 

  Sanction Type 

  Claim Requested (Yes or No) 

Claims 

  Description  

  Requested Date (Transaction Date) 

  Claim Requested 

  Claim Received 

  Received Date 

 

Sort Order Violations (Family Last Name with Participant Name within Family) 

Sanctions (Family Last Name with Participant Name within Family) 

Claims (Description)  
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Total / Count 
Columns 

Violation Type 

Violations 

Sanctions 

Claims – Count and Sum of amount received 

State Totals This is a state report. 

Primary Group 
(page break) 

None 

Additional 
Group By 

None 
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5 Time Study Operations Reports 

5.1 Time Study FTE Report  

Description The Time Study FTE (Full Time Equivalent) Report shows FTEs by staff 
person and by staff type within each clinic for all Cost Categories within 
a time study period.  FTEs are calculated by dividing the hours by the 
FTE value specified for the time study period (based on weeks, months, 
etc.). 

Parameters  A Time Study (defined earlier by the start and end dates) 

Local Agency, Clinic: select one, multiple or all (statewide) 

Record 
Selection / 
Filtering / 
Calculations 

All active staff in the selected clinic during the time study period. 

Cost Category hours (per staff person) are the sum of all hours for that 
cost category during the time study period.   

Cost Category FTE is the Cost Category Hours divided by the FTE for the 
time study.  

Print Columns Detail line: 

     Staff Type 

     Staff Person 

     Clinic Services Hours 

     Clinic Services FTE 

     Nutrition Education Hours 

     Nutrition Education FTE 

     Breastfeeding Hours 

     Breastfeeding FTE 

     Administration Hours 

     Administration FTE 

     Total Hours 

     Total Calculated FTE 

Sort Order Local Agency 

Clinic 

Staff Type 

Staff Person 
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Total / Count 
Columns 

Detail line totals: 

    Total hours for each detail line 

    Total Calculated FTE for each detail line 

Column totals by staff type: 

    Total hours for each type of Cost Category 

    Total hours for all Cost Categories 

    Total calculated FTE for all Cost Categories  

Column Totals for Clinic: 

   Total hours for each type of Cost Category  

   Total hours for all detail lines 

   Total Calculated FTE for all detail lines 

Column Totals for Local Agency: 

   Total hours for each type of Cost Category  

   Total hours for all detail lines 

   Total Calculated FTE for all detail lines 

Column Totals for Time Study (this would be statewide when it is a 
statewide time study): 

   Total hours for each type of Cost Category  

   Total hours for all detail lines 

   Total Calculated FTE for all detail lines 

State Totals None 

Primary Group 
(page break) 

Local Agency 

Clinic 

Additional 
Group By 

Staff Type (Office Manager, CPA, Clerical, etc.) 
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5.2 Time Study Payroll Report  

Description The Time Study Payroll Report calculates the percentage of total hours 
each staff member spent working on the different cost categories.   

Parameters  Local Agency (one, multiple or all) 

Start and end Date of Time Study 

Record 
Selection / 
Filtering / 
Calculations 

All active staff in the selected local agency during the time study period. 
The cost category percentages are the total hours spent in the cost 
category divided by the total number of hours worked during the time 
study period. 
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Print Columns Detail lines: 

    Staff Person 

    Clinic Services 

    Nutrition Education 

    Breastfeeding 

    Administration 

Sort Order Local Agency, Staff Person. 

Total / Count 
Columns 

None. 

State Totals None 

Primary Group 
(page break) 

Local Agency 

Additional 
Group By 

None. 
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5.3 Non-Scheduled Activity Report 

Description This is a report to show the variety of non-scheduled activities that are 
consuming staff time.  This information is captured during time studies.   

Parameters  Local Agency, Date Range, Activity 

Record 
Selection / 
Filtering / 
Calculations 

The non-scheduled activities are defined as an indicator on the defined 
time study activities.. 

All non-scheduled activities for date range 

Count is a count of the times the activity is captured. 

Hours is listed in decimal hours (NN.NN) 

Rows are the individual activities  

Print Columns Local Agency/Clinic, Staff Person, Non-Scheduled Activity, Count, Hours, 
Contacts 
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Sort Order Sort Local Agencies by LA ID, 

Sort Clinics by Clinic ID, 

Sort Staff Person alphabetically, 

Sort Non-Scheduled Activity alphabetically 

Total / Count 
Columns 

Total contacts within staff, clinic, local agency and state. 

Total activities by counts and hours within staff, clinic, local agency and 
state. 

State Totals Yes 

Primary Group 
(page break) 

Local Agency 

Additional 
Group By 

Clinic, by staff member 
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6 WIC Outreach Operations Report 

6.1 WIC Outreach Activity Report 

Description The WIC Outreach Activity Report is a local agency report that shows in 
a tabular style the outreach activity for the last 12 months (starting 
with previous month).  

Parameters  Local Agency (one or Statewide) 

Record 
Selection / 
Filtering / 
Calculations 

There should be a detail row for any outreach organization for the local 
agency that has at least one completed activity during the last 12 
months. 

The Family counts are those that indicated they were referred to WIC by 
the Outreach Organization.  The month will be determined by the date 
the family is added to the WIC data system. 

This report will exclude investigation family related data. 

Print Columns Activity Cnt (count of activities in the time period) 

Cost (sum of cost of activities in the time period) 

Hours (sum of hours of activities in the time period) 

Cost per Fam (cost sum divided by families that have been referred to 
WIC in the agency in the time period) 

% Referred (last 12 month count / current families in agency) 

Family Counts: 

  12 Mos. (last 12 months) 

  Rolling Months columns (last 6 months; label each month with 3 char 

     abbreviations) 

Sort Order Organization Type – alphabetic 

Organization Name – alphabetic 

Total / Count 
Columns 

See Print columns 

State Totals Yes (at top) 

Primary Group 
(page break) 

Local Agency 

Additional 
Group By 

Outreach Organization Type 
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6.2 WIC Outreach Mailing Labels 

Description The WIC Outreach Mailing Labels formats an address listing so that it 
can be saved to an Excel spreadsheet for importing into a MS Office 
product for label printing.  MS Office products support the many 
industry standard label layouts. 

Parameters  Local Agency 

Organization Name (one, multiple or all) 

Record 
Selection / 
Filtering / 
Calculations 

Select organization(s) based on parameters 

Print Columns Organization Name 

Attention Name 

Address Line 1 

Address Line 2 

Formatted concatenation of City, State, Zip and Zip+4 

Sort Order Organization Name – alphabetic 

Total / Count 
Columns 

None 
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State Totals No 

Primary Group 
(page break) 

No 

Additional 
Group By 

No 

Special Note The third column is Address Line 1 combined with the P.O. Box.  The 
fourth column is Address Line 2 and the Suite combined.   

 

 

 

6.3 WIC Outreach Organization Listing 

Description The WIC Outreach Organization Listing is a listing that contains the 
contact information regarding outreach organizations.  WIC users may 
print a single organization (to hand to a client), multiple, or all 
organizations to create a listing for counter or desk reference purposes.  

Parameters  Local Agency 

Organization Name (one, multiple or all) 

Record 
Selection / 
Filtering / 
Calculations 

Selection organization(s) based on parameters 

Print Columns Organization Name 

Attention Name 

Address Line 1 and/or P.O. Box 

Address Line 2 and/or Suite 

Suite 

Formatted concatenation of City, State, Zip and Zip+4 

Sort Order Organization Name – alphabetic 

Total / Count 
Columns 

None 
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State Totals No 

Primary Group 
(page break) 

No 

Additional 
Group By 

No 

Special Notes Line 1 is the organization. 

Line 2 is the contact person 

Line 3 is Address 1 and the P.O. Box combined 

Line 4 is Address 2 and the Suite combined 

Line 5 is city, state, zip 

Blank lines should be removed. 
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	1 Introduction
	This reports DFDD contains the reports related to the Operations Management functional area.  The following set of reports represents existing reports from the transfer system as well as new reports requested during the MPSC project’s design phase.
	2 EBT Operations Reports
	These reports are for EBT States only.
	2.1 EBT Cards Issued Disposition Report (EBT Only)

	Description
	This is for EBT only states.
	The EBT Card Issued Disposition Report shows the EBT cards issued based on selection parameters.
	Parameters 
	Local Agency (one or all)
	Clinic (one or all)
	Start and End Dates
	Record Selection / Filtering / Calculations
	Based on the selection, gathers all issued EBT cards (transaction type of Setup and Replaced).
	This report will exclude investigation family related data.
	Print Columns
	Card Number (Mask of 99999999-99999999)
	Family Name and Number (if applicable)
	Special Indication if card is assigned to a foster child
	Issued Date
	Sort Order
	Local Agency ID
	Clinic ID
	Card Number
	Total / Count Columns
	Count
	State Totals
	Yes
	Primary Group (page break)
	Local Agency
	Additional Group By
	Clinic ID
	2.2 EBT Cards Abnormal Disposition Report (EBT Only)

	Description
	This is for EBT only states
	The EBT Card Abnormal Disposition Report shows the details of EBT cards with abnormal dispositions with a comparision summary of cards issued based on selection parameters.
	Parameters 
	Local Agency (one or all)
	Clinics (One or all)
	Start and End Dates
	Record Selection / Filtering / Calculations
	EBT cards have status history records.  Select all the cards that have history records of Hot Carded (i.e. Lost, Stolen, Damaged) within the selection parameters.
	Count all the EBT cards that were issued (Type of Setup or Replaced) based on the selection parameters.
	This report will exclude investigation family related data.
	Print Columns
	Card Number (Mask of 99999999-99999999)
	Family Name and Number (if applicable)
	Special Indication if card is assigned to a foster child
	Reason
	Transaction Date
	Sort Order
	Local Agency
	Clinic ID
	Card Number
	Total / Count Columns
	Count of “abnormal” cards
	Count of cards issued (Setup)
	Calculate and print % of “abnormal” against the issued
	State Totals
	No
	Primary Group (page break)
	Local Agency
	Additional Group By
	2.3 UPC Purchased Report (EBT Only)

	Description
	This is for EBT only states.
	The EBT UPC Food Purchased Report shows the UPC counts and average prices for the selected categories over a selected time period. 
	Parameters 
	Category (select one, multiple or all)
	Start and End Dates
	Record Selection / Filtering / Calculations
	Count and calculate the average price for UPCs from the selected categories from start to end date inclusively.
	Print Columns
	Category Number and Name
	  Subcategory Number and Name
	    UPC Number
	    UPC Product Name
	    Generic (Yes or No)
	    Count
	    Average Price
	Sort Order
	Category by Category name
	Subcategory by Subcategory number 
	UPC Detail Line by UPC Number
	Total / Count Columns
	Count the number of UPCs
	Calculate the average price
	State Totals
	Grand Total 
	Primary Group (page break)
	Category (total count)
	Additional Group By
	Subcategory (total count)
	2.4 UPC Not Purchased Report (EBT Only)

	Description
	This is for EBT only states.
	The UPC Not Purchased Report is to assist the state in determining which UPCs may need to drop from their list of available UPCs.
	Parameters 
	Category (select one, multiple or all)
	Start Date
	End Date
	Record Selection / Filtering / Calculations
	For each active UPC, count the quantity of redeemed UPCs from the selected subcategories for all vendors from the start to end date inclusively.
	Print Columns
	UPC Number
	UPC Product Name
	Cat (this is the category number)
	Subcategory 
	Generic (Yes or No)
	Count
	Sort Order
	Count (ascending)
	Total / Count Columns
	Count the number of UPCs
	State Totals
	None
	Primary Group (page break)
	None
	Additional Group By
	None
	Special Notes
	Similar to the UPC Purchased Report
	3 Inventory Operations Reports
	3.1 Non-Serialized Inventory Order Received Summary Report 

	Description
	The Non-Serialized Inventory Order Receipt Summary Report is used to track the amount of non-serialized inventory received at the clinics.
	Parameters 
	Start Date
	End Date
	Category (one, multiple or all)
	Record Selection / Filtering / Calculations
	Select all the Non-Serialized Inventory Received records that match the category(s) selected and whose Received Date is within the start and end date inclusively.  Sum the Amount Received for the Inventory Items.
	Print Columns
	Category
	Inventory Item
	Count
	Sort Order
	Category (code display sequence)
	Inventory Item (display sequence)
	Total / Count Columns
	Count
	State Totals
	The detail records are statewide counts.
	Primary Group (page break)
	None
	Additional Group By
	Category
	3.2 Non-Serialized Inventory Order Received Detail Report 

	Description
	The Non-Serialized Inventory Order Received Detail Report is used to track the amount of non-serialized inventory received at each clinic with clinic totals.
	Parameters 
	Start Date
	End Date
	Category (one, multiple or all)
	Record Selection / Filtering / Calculations
	Select all the Non-Serialized Inventory Received records that match the category(s) selected and whose Received Date is within the start and end date inclusively.  Sum the Amount Received for the Inventory Items for each clinic.
	Print Columns
	Category (Inventory Category Name)
	Inventory Item (Inventory Name)
	Clinic (LA ID, Clinic ID and Clinic Name)
	Clinic Total
	State Total
	Sort Order
	Category (code display sequence)
	Inventory Item (display sequence)
	Clinic (LA ID / Clinic ID)
	Total / Count Columns
	Clinic Total (total for an inventory items within a clinic)
	State Total (total for an inventory item)
	State Totals
	Yes
	Primary Group (page break)
	None
	Additional Group By
	Inventory Item
	3.3 Serialized Inventory Report 

	Description
	The Serialized Inventory Report is used to show the amount of serialized inventory at the selected level (clinic, local agency or statewide).
	Parameters 
	Category
	Select one:
	  Statewide (default if no selection)
	  Local Agency
	  Clinic
	Record Selection / Filtering / Calculations
	Select all the active Serialized Inventory Records that are not Retired based on the selection parameters.  To be active, neither the serialized inventory category or type can be deactivated.
	Print Columns
	Detail line:
	  Serial Number
	  Inv #
	  Rental Company
	  Add Date
	Sort Order
	Type (table display sequence)
	Total / Count Columns
	Count on Category and Type (at all levels)
	State Totals
	Yes (if selected)
	Primary Group (page break)
	None
	Additional Group By
	Type
	4 Monitoring Operations Reports
	4.1 Clinic Monitoring Report

	Description
	The Clinic Monitoring Report is for the state operations manager to monitor and compare key clinic factors.  These factors may indicate a need to investigate a clinic to determine if operational improvements need to be made or abuse situations need to be rectified.
	Parameters 
	Issuance Start Time (drop down contains 12 AM, 1 AM, 2 AM,…12 PM, 1 PM, 2 PM,…11 PM).
	Issuance End Time (drop down contains 12 AM, 1 AM, 2 AM,…12 PM, 1 PM, 2 PM,…11 PM).
	There are two sub-titles on this report to help the user know what parameters were used when the report was run:  Issuance Start Time and Issuance End Time.  
	Record Selection / Filtering / Calculations
	No Nutr Education Percentage: Calculated by dividing the number of enrolled participations that do not have a nutrition education record in their latest certification period divided by the total number of enrolled participants.
	No Income Percentage:  Calculated by dividing the number of enrolled families reporting an income of zero by the total number of enrolled families. 
	Infants Percentage: Calculated by dividing the number of enrolled infant participants by the number of enrolled participants.
	Multiple Births Percentage: Calculated by dividing the number of enrolled multiple birth participants by the number of enrolled participants.  Each multiple birth is counted as a single item in the calculation.
	Cert Appts Percentage: Calculated by dividing the total number of scheduled certification appointments by the total number of scheduled appointments from the last full calendar month.
	No Shows Percentage: Calculated by dividing the total number of no show appointments by the total number of scheduled appointments from the last full calendar month.
	Outside Hours Percentage: Calculated by dividing the total number of issued food benefits (FI states – FIs, EBT States – write to a card) outside reasonable hours by the total number of issued food benefits from the last full calendar month. Outside reasonable hours are considered any Saturday or Sunday or weekday hours starting at midnight until an Issuance Start Time report parameter or an Issuance End Time report parameter until midnight. 
	This report will exclude investigation family related data.
	Print Columns
	No Nutr Education 
	No Income 
	Infants 
	Multiple Births 
	Cert Appts 
	No Shows 
	Outside Hours 
	All percentages expressed with one decimal point.
	Sort Order
	The sort order of the report is state aggregated followed by each local agency (ascending by local agency number) with their clinics (ascending clinic number).
	Total / Count Columns
	Columns are percentage based (percentage calculated for each level; clinic, local agency and state).
	State Totals
	Yes
	Primary Group (page break)
	Local Agency
	Additional Group By
	Clinic (detail line)
	Developer Notes
	4.2 Clinic Profile Report

	Description
	The Clinic Profile Report shows profile data about a clinic.  It is used as supplemental information for state or local agency visits to the clinic.
	Data Updated
	Monthly
	Parameters 
	Clinic
	Record Selection / Filtering / Calculations
	Select the latest Clinic Staff Profile
	Calculate the participant ratio to FTE by dividing the clinic total participant count by the FTE amount.
	This report will exclude investigation family related data.
	Print Columns
	Staff Type
	FTE
	Counts of All, High Risk, and Low Risk participants 
	Participant Ratio to Staff Type FTE (for All, High Risk, and Low Risk participants)
	Sort Order
	Staff Type
	Total / Count Columns
	FTE
	Counts of All, High Risk, and Low Risk participants
	Participant Ratio to Total Staff FTE
	State Totals
	No
	Primary Group (page break)
	None
	Additional Group By
	None
	4.3 C&A Tailored Package Usage Report

	Description
	Abuse may occur with the “Combine and Average” food rules feature.  Abuse could occur if a package was set up for an ‘Odd’ month (i.e. January) with a “higher amount” food item that was marked Odd that was followed in the next immediate ‘Even’ month (i.e. February) by with a “higher amount” food item that was marked Even.  The user could then issue each month with the ”higher amount” food item.  The ability to detect abuse will be done via clinic audits with this report.  This report will show which participants have issued food from a tailored food package that used combine and average food items.  The auditor can use this to review these participants to see if abuse has occurred
	Parameters
	Local Agency, Clinic, Date Range
	Record Selection / Filtering / Calculations
	For the specified Clinics, find all occurances of issued food with the Date Range where a tailored food package was used that contains the “Combine and Average” feature.
	This report will exclude investigation family related data.
	Print Columns
	Local Agency (LAID and LA Name)
	Clinic (Clinid ID and Clinic Name)
	Family ID
	Person ID
	Participant Name (First, Middle, Last)
	Tailored Package Name
	FDTU
	Sort Order
	LA ID, Clinic ID, Family ID, Person ID, FDTU
	Total / Count Columns
	No
	State Totals
	No
	Primary Group (page break)
	Local Agency
	Additional Group By
	Clinic
	Developer Notes
	4.4 Family Customer Service Log Report

	Description
	The Family Customer Service Log Report allows for the detail printing of log entries based on level (state, LA or Clinic), Time Period and Contact Type.  Examples of its use include complaint monitoring or ME preparation.
	Parameters 
	Level – State, LA or Clinic (data is tied to a family which is at the Clinic level)
	Start and End Dates
	Customer Service Type (select one, multiple or all)
	Record Selection / Filtering / Calculations
	Record selection is based on parameters
	This report will exclude investigation family related data.
	Print Columns
	LA
	Clinic
	Family Last Name
	Family ID
	Recorded Date
	Customer Service Type
	Civil Right Complaint (Yes or No)
	Closed Date
	Referred To
	Description
	Resolution
	Sort Order
	LA
	Clinic
	Family Name
	Record Date (Most recent to oldest)
	Total / Count Columns
	Clinic Totals
	LA Totals
	State Totals
	Yes
	Primary Group (page break)
	Local Agency
	Additional Group By
	Clinic
	4.5 Interstate Dual Participation Report

	Description
	The Interstate Dual Participation Report is the result of a two step process that reads an input file from another state’s WIC system and produces list a of potential dual participation candidates.  The first step is to load the other state’s input file (done by the Interstate Dual Participation batch process).  This report is the second step.
	Parameters 
	Input Source (dropdown of available input files which were loaded by the batch process)
	Receipt of a Dual Participation File from another WIC system includes:
	MPSC CIBER WIC System (from other MPSC state): see Dual Participation Extract in the Clinic Services Batch Processes DFDD
	WIC Indian Networking Data System Nebraska format – WINDS (Wyoming) and Ute Mountain Ute Tribe (Colorado): see WY WINDS Dual Participation File Format-Nebraska.doc
	Arizona File Format (Utah): See Utah File Format Arizona Files.doc
	CSFP (Colorado): see Re: Dual Participation Format and Lists.msg
	Record Selection / Filtering / Calculations
	This process assumes that an input file has been loaded by the Interstate Dual Participation batch process and the user has been notified of which source it is.
	The report will determine any potential participation candidates.  A potential participation candidate is identified when the last name, date of birth and sex match exactly (Sex match code is not done with CSFP file as there is no sex code on the input layout) against active MPSC participants. The job creates a report table which is available in the Reports database.
	This report will exclude investigation family related data.
	Print Columns
	Matched Data is considered the data that had the exact content match.
	WIC system is considered the state’s WIC system
	Input Record is considered the other state’s input data.
	Matched Data – Last Name
	Matched Data – Date of Birth (Mask of mm/dd/yyyy) 
	Matched Data – Sex (Mask of M or F)
	WIC System – LA ID/Clinic (Mask of 99-999)
	WIC System – Cert Date (Mask of mm/dd/yyyy)
	WIC System - City 
	WIC System – First Name
	Input Record – First Name
	Input Record – Cert (Mask of mm/dd/yyyy)
	Input Record – From (this depends on what is available from other state)
	Sort Order
	Matched Data - last name and date of birth
	Total / Count Columns
	Number of Input Records (in Header or at top of report)
	Number of Potential Candidates (in Header or at top of report)
	State Totals
	No
	Primary Group (page break)
	Input File Source (State Name)
	Additional Group By
	None
	4.6 LA Eligibility Performance Report

	Description
	The LA Eligibility Performance Report shows how the local agencies are performing in accordance with the latest caseload eligibility.
	Data Updated
	Monthly – Participation
	Parameters 
	None
	Record Selection / Filtering / Calculations
	The eligibility data is retrieved from the latest non-experimental caseload record.
	The participation data is calculated based on the sum of the last 12 months of the participation count table for each local agency.  This is divided for each local agency by the number of months where that agency had any participation recorded.
	The percentage is calculated by dividing the eligible by the participation for each category.
	This report will exclude investigation family related data.
	Print Columns
	Header parameter line – Date of the latest non-experimental caseload record.
	Local Agency ID
	Women
	  Eligible
	  Participation
	  Percent
	Infants
	  Eligible
	  Participation
	  Percent
	Children
	  Eligible
	  Participation
	  Percent
	Total 
	  Eligible (Women Eligible + Infants Eligible + Children Eligible)
	  Participation (Women Participation + Infants Participation + Children Participation)
	  Percent 
	Sort Order
	By Local Agency
	Total / Count Columns
	Each Eligible and Participation Column should be aggregated into State Total
	State Totals
	Yes
	Primary Group (page break)
	None
	Additional Group By
	None
	4.7 Local Agency Profile Report

	Description
	The Local Agency Profile Report shows profile data about a local agency.  It is used as supplemental information for state visits to the local agency.
	Data Updated
	Monthly
	Participation - Latest CountMonth available from Participation Count Batch Process
	Parameters 
	Local Agency
	Record Selection / Filtering / Calculations
	Select the latest Clinic Staff Profile for the clinics in the local agency.
	Select the latest production Caseload Management Local Agency row record.
	Select all the Local Agency Budget Allocation and Adjustment transactions for the local agency.
	Calculate the participant ratio to FTE by dividing the clinic total participant count by the FTE amount.
	Print Columns
	Clinic Staff Profile detail lines:
	  Staff Type
	  FTE (aggregate across clinics)
	  Participant Ratio to Staff Type FTE
	  Participants
	Caseload Management Eligible detail line:
	  Eligible Women
	  Participant Count of Women
	  Percentage of Participant against Eligible
	  Eligible Infants
	  Participant Count of Infants
	  Percentage of Participant against Eligible
	  Eligible Children
	  Participant Count of Children
	  Percentage of Participant against Eligible
	  Total (Women, Infant and Children)
	  Participant Count of Total
	  Percentage of Participant against Eligible
	Caseload Management Allocation detail line:
	  Allocation
	  Total Participant Count
	  Achievement Percent
	Budget detail line:
	  Total Budget
	  Total Participant Count
	  Cost per participant
	Sort Order
	None
	Total / Count Columns
	Clinic Staff Profile total line
	  FTE (all staff types)
	  Participant Ratio to Total Staff FTE
	State Totals
	No
	Primary Group (page break)
	None
	Additional Group By
	None
	Developer Notes
	Clinic Staff Profile – Only clinics that have a profile setup will be shown on the report and contribute to the LA totals for ratio calculation.
	Budget – Pulls number from appropriate Federal Fiscal Year in LA Budget screen.  The Fiscal Year is determined based on the current date.  The month that starts the fiscal year is found in the system parameter System.StateFiscalMonthStart.  For instance, if the value is ‘10’ and the current date is 6/8/2010 then the fiscal year would be 2010 as the fiscal year is from 10/1/2009 to 09/30/2010 (which is 2010 fiscal year).   For instance, if the value is ‘10’ and the current date is 12/13/2010 then the fiscal year would be 2011 as the fiscal year is from 10/1/2010 to 09/30/2011 (which is 2011 fiscal year).
	4.8 No Show Report

	Description
	The No Show Report reports no-show rates by appointment types in a rollup fashion from clinic to local agency to statewide.
	Parameters 
	Month, Year
	Record Selection / Filtering / Calculations
	For each level and for each appointment type, count the total number of appointments and the total number marked as no-show.
	This report will exclude investigation family related data.
	Print Columns
	State, Local Agency ID and Name, Clinic ID and Name
	For all types
	  Appt Count
	  No Show Count
	  Percent 
	For each appointment type:
	  Appt Count
	  No Show Count
	  Percent
	Sort Order
	State wide at top,
	Local Agency – by LA ID
	Clinic within LA – Clinic ID
	Total / Count Columns
	Detail rows are counts and percentages
	State Totals
	Yes
	Primary Group (page break)
	None
	Additional Group By
	LA and Clinic (no reason for page breaks)
	4.9 Participant Violations, Sanctions and Claims Report

	Description
	The Participant Violations and Sanctions Report shows the last (rolling) 12 months of participant violations, sanctions and claims.  Claims are the Line 10 and Line 24 types from the 798 Income Tracking screens (which is how they are collected).
	Parameters 
	Month and Year  Note: this is the end month
	Record Selection / Filtering / Calculations
	For the last 12 months, pull participant violations (by violation date), participant sanctions (by end date) and the 798 Income transaction lines 10 and 24 (by transaction date).
	This report will exclude investigation family related data.
	Print Columns
	Participant Violation
	  Endorser Name
	  Family ID
	  Participant Name
	  Person ID
	  Violation Date
	  Violation Type
	  LA ID/Clinic
	Participant Sanction
	  Endorser Name
	  Family ID
	  Participant Name
	  Person ID
	  Start Date
	  End Date
	  Sanction Type
	  Claim Requested (Yes or No)
	Claims
	  Description 
	  Requested Date (Transaction Date)
	  Claim Requested
	  Claim Received
	  Received Date
	Sort Order
	Violations (Family Last Name with Participant Name within Family)
	Sanctions (Family Last Name with Participant Name within Family)
	Claims (Description) 
	Total / Count Columns
	Violation Type
	Violations
	Sanctions
	Claims – Count and Sum of amount received
	State Totals
	This is a state report.
	Primary Group (page break)
	None
	Additional Group By
	None
	5 Time Study Operations Reports
	5.1 Time Study FTE Report 

	Description
	The Time Study FTE (Full Time Equivalent) Report shows FTEs by staff person and by staff type within each clinic for all Cost Categories within a time study period.  FTEs are calculated by dividing the hours by the FTE value specified for the time study period (based on weeks, months, etc.).
	Parameters 
	A Time Study (defined earlier by the start and end dates)
	Local Agency, Clinic: select one, multiple or all (statewide)
	Record Selection / Filtering / Calculations
	All active staff in the selected clinic during the time study period.
	Cost Category hours (per staff person) are the sum of all hours for that cost category during the time study period.  
	Cost Category FTE is the Cost Category Hours divided by the FTE for the time study. 
	Print Columns
	Detail line:
	     Staff Type
	     Staff Person
	     Clinic Services Hours
	     Clinic Services FTE
	     Nutrition Education Hours
	     Nutrition Education FTE
	     Breastfeeding Hours
	     Breastfeeding FTE
	     Administration Hours
	     Administration FTE
	     Total Hours
	     Total Calculated FTE
	Sort Order
	Local Agency
	Clinic
	Staff Type
	Staff Person
	Total / Count Columns
	Detail line totals:
	    Total hours for each detail line
	    Total Calculated FTE for each detail line
	Column totals by staff type:
	    Total hours for each type of Cost Category
	    Total hours for all Cost Categories
	    Total calculated FTE for all Cost Categories 
	Column Totals for Clinic:
	   Total hours for each type of Cost Category 
	   Total hours for all detail lines
	   Total Calculated FTE for all detail lines
	Column Totals for Local Agency:
	   Total hours for each type of Cost Category 
	   Total hours for all detail lines
	   Total Calculated FTE for all detail lines
	Column Totals for Time Study (this would be statewide when it is a statewide time study):
	   Total hours for each type of Cost Category 
	   Total hours for all detail lines
	   Total Calculated FTE for all detail lines
	State Totals
	None
	Primary Group (page break)
	Local Agency
	Clinic
	Additional Group By
	Staff Type (Office Manager, CPA, Clerical, etc.)
	5.2 Time Study Payroll Report 

	Description
	The Time Study Payroll Report calculates the percentage of total hours each staff member spent working on the different cost categories.  
	Parameters 
	Local Agency (one, multiple or all)
	Start and end Date of Time Study
	Record Selection / Filtering / Calculations
	All active staff in the selected local agency during the time study period. The cost category percentages are the total hours spent in the cost category divided by the total number of hours worked during the time study period.
	Print Columns
	Detail lines:
	    Staff Person
	    Clinic Services
	    Nutrition Education
	    Breastfeeding
	    Administration
	Sort Order
	Local Agency, Staff Person.
	Total / Count Columns
	None.
	State Totals
	None
	Primary Group (page break)
	Local Agency
	Additional Group By
	None.
	5.3 Non-Scheduled Activity Report

	Description
	This is a report to show the variety of non-scheduled activities that are consuming staff time.  This information is captured during time studies.  
	Parameters 
	Local Agency, Date Range, Activity
	Record Selection / Filtering / Calculations
	The non-scheduled activities are defined as an indicator on the defined time study activities..
	All non-scheduled activities for date range
	Count is a count of the times the activity is captured.
	Hours is listed in decimal hours (NN.NN)
	Rows are the individual activities 
	Print Columns
	Local Agency/Clinic, Staff Person, Non-Scheduled Activity, Count, Hours, Contacts
	Sort Order
	Sort Local Agencies by LA ID,
	Sort Clinics by Clinic ID,
	Sort Staff Person alphabetically,
	Sort Non-Scheduled Activity alphabetically
	Total / Count Columns
	Total contacts within staff, clinic, local agency and state.
	Total activities by counts and hours within staff, clinic, local agency and state.
	State Totals
	Yes
	Primary Group (page break)
	Local Agency
	Additional Group By
	Clinic, by staff member
	6 WIC Outreach Operations Report
	6.1 WIC Outreach Activity Report

	Description
	The WIC Outreach Activity Report is a local agency report that shows in a tabular style the outreach activity for the last 12 months (starting with previous month). 
	Parameters 
	Local Agency (one or Statewide)
	Record Selection / Filtering / Calculations
	There should be a detail row for any outreach organization for the local agency that has at least one completed activity during the last 12 months.
	The Family counts are those that indicated they were referred to WIC by the Outreach Organization.  The month will be determined by the date the family is added to the WIC data system.
	This report will exclude investigation family related data.
	Print Columns
	Activity Cnt (count of activities in the time period)
	Cost (sum of cost of activities in the time period)
	Hours (sum of hours of activities in the time period)
	Cost per Fam (cost sum divided by families that have been referred to WIC in the agency in the time period)
	% Referred (last 12 month count / current families in agency)
	Family Counts:
	  12 Mos. (last 12 months)
	  Rolling Months columns (last 6 months; label each month with 3 char
	     abbreviations)
	Sort Order
	Organization Type – alphabetic
	Organization Name – alphabetic
	Total / Count Columns
	See Print columns
	State Totals
	Yes (at top)
	Primary Group (page break)
	Local Agency
	Additional Group By
	Outreach Organization Type
	6.2 WIC Outreach Mailing Labels

	Description
	The WIC Outreach Mailing Labels formats an address listing so that it can be saved to an Excel spreadsheet for importing into a MS Office product for label printing.  MS Office products support the many industry standard label layouts.
	Parameters 
	Local Agency
	Organization Name (one, multiple or all)
	Record Selection / Filtering / Calculations
	Select organization(s) based on parameters
	Print Columns
	Organization Name
	Attention Name
	Address Line 1
	Address Line 2
	Formatted concatenation of City, State, Zip and Zip+4
	Sort Order
	Organization Name – alphabetic
	Total / Count Columns
	None
	State Totals
	No
	Primary Group (page break)
	No
	Additional Group By
	No
	Special Note
	The third column is Address Line 1 combined with the P.O. Box.  The fourth column is Address Line 2 and the Suite combined.  
	6.3 WIC Outreach Organization Listing

	Description
	The WIC Outreach Organization Listing is a listing that contains the contact information regarding outreach organizations.  WIC users may print a single organization (to hand to a client), multiple, or all organizations to create a listing for counter or desk reference purposes. 
	Parameters 
	Local Agency
	Organization Name (one, multiple or all)
	Record Selection / Filtering / Calculations
	Selection organization(s) based on parameters
	Print Columns
	Organization Name
	Attention Name
	Address Line 1 and/or P.O. Box
	Address Line 2 and/or Suite
	Suite
	Formatted concatenation of City, State, Zip and Zip+4
	Sort Order
	Organization Name – alphabetic
	Total / Count Columns
	None
	State Totals
	No
	Primary Group (page break)
	No
	Additional Group By
	No
	Special Notes
	Line 1 is the organization.
	Line 2 is the contact person
	Line 3 is Address 1 and the P.O. Box combined
	Line 4 is Address 2 and the Suite combined
	Line 5 is city, state, zip
	Blank lines should be removed.

