% Introduction
FPRS Owverview - - m
"ﬁ Working with FPRS Forms AgenCIes/ CI INICS
Waorking with WIC Local Agencies/Clinics
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Generating Directory Reports of WIC Local

Use the Report button on the WIC Local Agency/Clinic Management page to create a Microsoft
Excel report listing the contact information for those local agencies and clinics that meet vour entered

T Working with Agency Profiles search criteria.
CME Forms and Form Instructions
3 FPRS Frequently Asked Questions (FAQ) To search for and generate a directory report for local agencies and clinics, vou must have access to

the FINS-648 form. The specific directory information contained in vour reports will depend on vour
location and the programform combinations to which vou have access.

Note: The Feport function returns a directory report listing both local agencies and clinics together.
To generate a list of either local agencies only or clinics only for a given Location and'or Parent Id,
use the Search function described in Searching for WIC Local Agencies Clinies.

This topic contains the following subtopics:

s How to Generate Reports of WIC Local Agencies or Clinics

s Eeport Generating Tips

How to Generate Directory Reports of WIC Local Agencies or Clinics

To generate directory reports listing the contact information for WIC local agencies and clinics, use
the following steps:

1. Open the WIC Local Agency/Clinic Management page using the instructions in Working with [
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oS . Open the WIC Local Agencv/Clinic Management page using the instructions in Working with
% Introduction WIC Local Agencies/Clinics.

FPRS Overview
{3 working with FPRS Forms Bv default, the WIC Local Agencv/Clinic Management page antomatically displavs all possible

Waorking with WIC Local Agencies/Clinics
iy Warking with WIC Local Agencies/Clinics
Searching for WIC Local Agencies/Clinics
iy Generating Directory Reports of WIC Local Agencies/Clinics
S} working with Agency Profiles If vou perform any new searches on the WIC Local Agency/Clinic Management page, the
OMB Forms and Form Instructions results of vour latest search remain listed in the Search Results tab until vou Clear them.
"ﬁ FERS Frequently Asked Questions (FAQ)

search results to which vou have access in the Search Eesults tab the first time that the page
opens within a given FPRS session.

b

Select vour report list criteria using one or more of the following fields and check box:

s Location (drop-down list): the location level of the local agency/clinic. Select one of
the following three options:

L)

o US level

o Region level: selecting this option displavs the Region drop-down list, from
which vou can select an FINS region.

State level: selecting this option displays the State drop-down list from which
vou can select a United States state or territory.

[}

s Parent Id (drop-down list): the numeric identifier of the parent organization of the local
agency/clinic and the parent organization name.

s Is Active (check box): if selected, limits the search to onlv those local agencies/clinics
that are active.

WIC Local Agency/Clinic Management
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Clear Report Add Hew

Local Agency/Clinic Management Report Fields and Buttons

3. Click Report to petform a combined local agency and clinic search based on the selected
criteria and to generate a report listing the results.

Result: FPES generates the Excel report, and opens the File Download dialog box.

x|

Do you wanl Lo open of save this le?

L‘:ilj Mame: repork,zls

Type: Microsoft Office Excel 97-2003 Workshest
From: Fprswebiz

Opan Save I Cancel |

Wil hles from the Intemet can be wssbul, some fle: can potentialy
! bam pour computer, |f you do not kst the source, do not open or
= zave thiz file. What's the risk?
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File Download Dialog Box

"ﬁ Introduction
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& working with FPRS Forms 4. Click Open to open the Excel report listing the results of vour local clinic and agency search.
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"ﬁ FERS Frequently Asked Questions (FAQ)

Local Agency and Clinic Directory Report

OR
Click Save to save a copv of the report on either a local or network drive.

Result: The Microsoft Windows Save As dialog box opens.

OR

Click Clear to reset the drop-down list fields and the check box to their default selections.

4. To perform another search, close the Excel window (if open), and repeat Steps 2 and 3 of this
procedure.

Report Generating Tips

s Selecting a Tvpe of either Local Agency or Clinic does not affect the report; the report will
always list both local agencies AND clinics. [
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procedure.

Report Generating Tips

s Selecting a Tvpe of either Local Agency or Clinic does not affect the report; the report will
always list both local agencies AND clinics.

s The more specific vour criteria, the fewer results vour report will list.

s Clicking Search with the following criteria selected generates a report listing all possible local
agency and clinic results:

A Location of US level

(]

(]

A Parent Id of All

The Active check box cleared (not selected)

]
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Searching for WIC Local Agencies/Clinics

Use the Search button on the WIC Local Agency/Clinic Management page to return a list of those agencies and
clinics that meet vour selected search criteria.

To search for local agencies or clinics, vou must have access to the FINS-648 form. The results vour search returns
will depend on vour location and the program form combinations to which vou have access.

MNote: The Search function allows vou to search for either local agencies or clinics, but not both at the same time.
To generate a report listing both the WIC local agencies and clinics r a given Location and/or Parent Id, use the
Report function described in Generating Reports of WIC Local Agencies/Clinics.

This topic contains the following subtopics:

¢ How to Search for WIC Local Agencies or Clinics

¢ The Search Results Tab

s Local Agencv/Clinic Management Search Tips

How to Search for WIC Local Agencies or Clinics

To search for WIC local agencies or clinics, use the following steps:

1. Open the WIC Local Agency/Clinic Management page using the instructions in Working with WIC Local
Agencies/Clinics.
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B default, the WIC Local Agency/Clinic Management page automatically displavs all possible search results
to which vou have access in the Search Fesults tab the first time that the page opens within a given FPRS

50551011

If vou perform anv new searches on the WIC Local Agency/Clinic Management page, the results of vour latest
search remain listed in the Search Results tab until vou Clear them.

Select vour search criteria using one or more of the following fields and check box:
s Tvpe drop-down list: the WIC entity tvpe, either Local Agency or Clinic.

s Location drop-down list: the location level of the local agency or clinic. Select one of the following
three options:

o US level

o Region level: selecting this option displays the Region drop-down list, from which vou can
select an FINS region.

o State level: selecting this option displavs the State drop-down list from which vou can select a
United States state or territory.

+ Parent Id drop-down list: the numeric identifier of the parent organization of the local agency or clinic
and the parent organization name.

s Is Active (check box): if selected, limits the search to onlv those local agencies or clinics that are active.
Click Search to perform the local agency or clinic search based on the selected criteria.

Result: FPRES returns the list of agencies matching the submitted search criteria in the Search Eesults tab, and
displavs the number of records found by the search to the right of the Clear button.

|

w]
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Click Clear to reset the drop-down list fields and the check box to their default selections, and to remove all
search results from the Search Results tab (if applicable).

WIC Local Agency/Clinic Management

Typg [Local agancy =
Locatian [staee tovel =|[MM - Mew Mexico =
Parent I [ea =
I 15 fctive

Clear Report Found: 14 records)

Search Results

Lpdatekate
CONVERT

A59F101003 LguargueimM 128310

(Modify] Deactivate
CONVERT  [MadilvliDeactivate]

A50F101005 Ferst Chdice Camimunity Marth Valley Office, 1231 AlbuguérgueNM 158810 990399

Healkthcare Candelana MW

3592101006 WIC Administrative Office, 515 W, High Street Grants HM 200604 990999 279/, CONVERT [Modify]Deactivate]
Fagion [

ASCF101007 WIC Admenigtrative Ofice, 605 Letrade Strest Santa Fe MM 158810 995599 CONVERT [Madiy il Deactivale]
Ragicn [1 d

ASSF101017 WIS Administrative Office, 7704 2red Skrest AlbuguergquelM 199201 295399 COMNVERT (Modify] Deactivate
Fagoan [I1 o4

50101018 WIC Admenistrative OMice, £0 Eask Chalenger St.  Foaweall NM 200604 905599 CONVERT [Madily |l Deactivale]
Ragiom [V RIAC =

3ASRF101019 WIC Administrative Office, 1170 N. Sclano, Suita K Las Cnicas NM 200604 990999 2/9/200 CONVERT (Madify] Deactivate
Fagioay

A55F101030 WIC State Ofics 2040 & Pacheco Strest, Santa Fe MM 200604 905500 CONVERT [Madidy |l Deachivate]

Room 1532
ASE0Z00F Eight Northam Puabda, s P.O.Box RE San huan HM 128310 95399 CONVERT 'Mnl'lﬁ” Jegctivate
Puablo o4
3592101001 L4 CASA DE BUENA SALUD PO BOX 816 POFTALES NM 198810 200604 CONVERT  [ModilvIiReaitivats

Page: 12

Sample WIC Local Agency Search Results

4. To perform another search, click Clear and repeat Steps 2 and 3 of this procedure.

The Search Results Tab
™
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When vou perform a local agency or clinic search, FPRS displavs the Search Results tab and populates the tab's
3} Intraduction list with the results of vour search. Even if vour search returns no results, FPRS displavs the Search Results tab

ﬁ FPRS D'v'Er'v'iE'r\' ﬁﬁ'ith. arn Empt}' ]ist_
"ﬁ Working with FPRS Forms

Waorking with WIC Local Agencies/Clinics T—
. ] : 15 Saarch Resu
iy Warking with WIC Local Agencies/Clinics
- WAl - g I Al C
% Searching for WIC Local Agencies/Clinics T 4 WIC Progeam e Norwich  CT 198810 COMVERT | IModiy
[y : T B = AT Ckra Urit 201 P
GIIEI'IEI'E.tII'IQ Dire EtDr’f R..El:ll:ll"t_ Df WIC LDEE' 0991701002 Bridgepart Health Department WIC Program, 7 Bridgepart CT 198810 COMNVERT [Modfy [ Deactivatel
"ﬁ Waorking with Agency Profiles M P G :
: : 0991701005 Hartford Health Department Hartford  CT 199810 © ; COMNVERT Mo ivake
OME Forms and Form Instructions 13 PH
ﬁ FERS Frequently Asked Questions (FAQ) 0991701007 The Hospital of St. Raphasl  New Havan WIC New Havan CT 198810 999999 3/9/7006 CONVERT  [Modévl[Deactivate]
Pragram, 1401 Chapel 11:31:38 P
Streat
0991 701008 Stamford WIC Program 288 Washingtan Skamfard T 198810 999595 392008 COMNVERT [Madify[Deactivate]
Boulevard, PO Box 10152 11:31:42 PM
0991701008 Waberbury Hith Dept, WIC 25 Scovill Soreat Waberbury CT 198810 09200 3/0/2006 COMNVERT [Modify ][] vake]
Pragram 11:31:34 PM
0991701015 seriden WIC Pragram HMeriden Haalth HMeriden CT 198810 S999595 3472006 CORVERT [Modify I Deactivatel
Departmeant, 165 Miller 11:31:33 FM
Strast
0991701016 access/Mindnam WIC Program 1315 Main Street, Suite Zwillimantic  CT [ModiyiDeactivatel
0991701015 Bristal Hosptal ' WIC Program @ Prospact Strest Bristal T [Modify [ Deactivate]
0991701020 Danbury WIC Program MicLean Housa, 13 Man  Danbury cT CONVERT [Miogify ][] I
Gtrast 11:31:27 PM
Page: 12345678810 .,

Results List in the Search Results Tab

The Search Results list displays the following:
# Id (column heading): the unique numeric identifier of the local agency or clinic.
+ Name (cohunn heading): the local agency or clinic name.
+ Address (column heading): the street address of the local agency or clinic.

» City (column heading): the citv of the local agency or clinic.

4] I B + State (column heading): the United States state or tetritory to which the local agency or clinic belongs. ™
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Start: the date on which the local agency or clinic became active, in YY Y ¥ MM format, where Y = a digit of
the four-digit vear and M = a digit of the two-digit month.

+ End: the date on which the local agency or clinic became inactive, in Y ¥ ¥ ¥ MM format, where Y = a digit of
the four-digit vear and M = a digit of the two-digit month.

Note: An End date value of "999999" indicates that there is no set end date; that is. the item is active
indefinitely.

+ UpdateDate: the date and time on which the local agency's or clinic's active/inactive status was last modified.

+ UpdateBy: the user ID of the person or process who last modified the local agency's or clinic's active inactive
status.

o [ View ] (link): click to open the FNS-648 tab with the Action Tvpe of View; from this tab vou can view the
existing information for a local agency or clinic.

+ [ Modify | (link): click to open the FINS-648 tab with the Action Tvpe of Modification; from this tab vou can
modify the existing information for a local agency or clinic.

# [ Deactivate ] (link): click to change the selected active local agency or clinic's status to inactive.
OR
« [ Reactivate ] (link): click to change the selected inactive local agency or clinic's status to active.
Note: The [View] link is onlv available to users with view rights to the FINS-648. Users with entrv, certifv, or

post rights have access to the [Modifi], [Deactivate] or [Feactivate] links. Users with view rights do not have
access to the [Modify], [Deactivate] or [Reactivate] links.

Local Agency/Clinic Management Search Tips

||
1=
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s The more specific vour criteria, the fewer results vour search will return.

on the Tyvpe selected:

A Location of US level

]

o A Parent Id of All

The Is Active check box cleared (not selected)

]

ST

s Clicking Search with the following criteria selected returns all possible local agency or clinic results, depending

WIC Local Agency/Clinic Management

Typa [Local agancy =
Locatiap !E-'I..R.e heseed _'"Nh'l - Hew Mexico _"'J
Parent Id [ |
I 15 fctive
Clisar Report Found: 14 recordis)

Search Results

Zuni SE AlbuguerguaiM 158310 999093

J5RZ101003 ComimLraty

A502101005 Chedice Cammunity Marth Valley Office, 1231 AlbuguerguehM 158810 900399
Healthcare Candelaria MW

ASRZ 101008 WIC Administrative Office, 515 W, High Strest Grants HM 20E04 900099 29/
Fagion [ 3

502101007 WIC Admeriatrative Office, G05 Latrade Strest Santa Fe HM 158410 994599
Ragican [T

ASRZ101007 WIC Administrative Office, 7T el SEreat AlbuguargqueiM 1993201 995333
Ragioay [I1

A5c2101018 WIC Admanigtrative Ofice, =0 Eagt Chalenger St.  Raswel MM 200504 900599
Ragicn [V RIAC

AFRZ101019 WIC Administrative Office, 1170 N. Selano, Saabe K Las Cnecas MM 2604 9609 3
Fagion v e

3592101020 WIC State Office 2040 § Pacheco Street, Santa Fe M 200604 995599

Room 152
ASS0002 000 Eight Northam Puabda, K P.OBox BED San lan HM 158310 995099
Puablo
3502101001 LA CASA DE BUENA SALUD PO BOX 816 PORTALES WM 158810 200604

Page: 12
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[Modify] Deactivate]

I 5 Fatheoo Sires > = ¥ A clb ik ¢ WWEF
Room 152 =0
P.0UBDX 968 198910 998999 379

ASR0Z00T San lan HM
Fusbilo
PORTALES

Eight Northam Puablda, s 3] CONVERT

11
3502101001 LA CASA DE BUENA SALUD PO BOX 816 HM 150810 200804 319 CONVERT

Page: 12

Sample Local Agency Search Results

« If there are no WIC local agencies or clinics that match vour submitted criteria, the Search Results tab list
will be empty.

WIC Local Agency/Clinic Management

Type | Clinic =
Location lF'.eginn lavel _;“ MPRO Mountain Plains 3
Parent Id | 0891701022 - Pueblo City/County Health Dept |
I 1s Active

Clear Add Hew

Search Results

Report Found: 0 record(s)

IdNameAddressCityStateStarlEndUpdateDatelpdateB
Page: 1

Clinic Search with No Results
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Working with WIC Local Agencies/Clinics

This topic contains the following subtopics:

s Beguirements for Worldng with WIC Local Agencies/Clinics

¢ How to Access WIC Local Agencies/ Clinics

¢ The WIC Local Agency/Clinic Management Page

Requirements for Working with WIC Local Agencies/Clinics
FPES users with view rights to the FINS-648 form can search for and generate a report of WIC local agencies or

clinics. Users with entrv, certify, and post rights have additional permissions that include modify,
deactivate/reactivate, or add new WIC local agencies or clinics.

How to Access WIC Local Agencies/Clinics

To begin working with WIC local agencies and clinics, do the following:

1. Clicl FN5-648 on the FPES main menu.

Result: The WIC Local Agency/Clinic Management page opens.

Note: If FNS-648 does not appear on vour FPES main menn bar and vou believe that it should, please
contact vour regional office for assistance.

2. To contimie workang with WIC local agencies and chinics, nse the mstructions i one of the following topics: V
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o The WIC Local Agencv/Clinic Management Page

"ﬁ Introduction

£ FPRS Overview « Searching for WIC Local Agencies Clinics
"ﬁ Working with FPRS Forms
5 Working with WIC Local Agencies/Clinics » Generating Directorv Reports of WIC Local Agencies/Clinics

iy Warking with WIC Local Agencies/Clinics
iy Searching for WIC Local Agencies/Clinics
<2 Generating Directory Reports of WIC Local | The WIC Local Agency/Clinic Management Page
"ﬁ Waorking with Agency Profiles
OME Forms and Form Instructions

& FPRS Frequently Asked Questions (FAQ) Bv default, the WIC Local Agency/Clinic Management page automatically displavs all possible search results to

which vou have access in the Search Eesults tab the first time that the page opens within a given FPES session.

If vou perform anv new searches on the WIC Local Agency/Clinic Management page, the results of vour latest
search remain listed in the Search Results tab until vou Clear them.

Homa | Cmline Forms |[EECTH| Admin. | Help | Contact Us | Sign Ou

WIC LA Chrac |

WIC Local Agency/Clinic Management -

Type | Local Agency =]
Locabap [usiavel =
Parent [d [0 H
I 15 Activa

Saarch Clear Rapot Found: 2521 records)

Search Resalts

0991701001 PWCCA WIC Program 401 'West Thames Mesrwich cT 158810
Strast, Lrit 301

09817010032 Endgeport Health Departmant WIC Program, 752 E. Bndgeport CT 198810 ¥
Main Streek
991701005 Hartfard Health Department WIC Program [Main Hartford cT 3a8
Office), 131 Coventry
Strawt
099171007 The Haspital of 5t. Raphael Mew Haven WIE Mew Haven CT 158810 99954S
Fragram, 1401 Chape
Strest
91701008 Stamfard WIC Pragram Baa 'Washmgton Stamiford T Gas

Baulevard, PO Box 10152
(H91 701002 Watarbury HIth Depl. WIC 45 Soowvill Street wWaterbury C 158810 99

< I I > Programs 31: > ] i "
08991701015 Menden WIC Program seriden Health Seriden CT 158810 9 L=l [ =T CONVERT IMadify I Deackreate]
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TR
Locatian
Farent [d
™ 15 Active

Seaarch

Seanch Results

0991701002
0991701005
0991701007
0991701008
0991701009
0991701015
0991701016
0991701019
0991701020

WIC Local Agency/Clinic Management

| Lixcal Agency |

[usiavel =l

[ =
Claar Rapoat Foumnd: 2521 record{s)

TWCCA WIC Program
Endgepart Health Dapartmant

Hartfard Health Department

The Haspital of S5t. Raphael

Stamford WIC Program
Weatarbury HIth Depl. WIC
Frogram

Menden WIC Program
socesswindham WIC Program
Brestol Hospital WIC Pragram

Danbury WIC Program

Page: 13343676910

401 West Thames
Stragt, Lirek 301

Horwich

W1C Program, 752 E. Bridgeport
Main Street

WIC Program [Main Hartford
Office}, 131 Coventry

Straet

Mew Haven WIC Mew Haven
Pragram, 1401 Chape

Sireet

G488 'Washmngton 2 Stamiiord

Baulevard, PO Box 10152
45 Secwvll Strast Waterbury
seriden Health Meriden
Cepartment, 165 Miller

Street

1315 Man Straet, Sute ZWilleman:

% Progpead Saresl Bristal

Mclean House, 13 Main  Danbury
Stract

©1

e

FIE10 F9REE9
Ta810 999539
SH810 999999 3/9/2006 CONVERT
11:31:36 PM
193810 999639 /92006 CONVERT
11:31:42 PM
SAE10 999009 3/9/M006 CONVERT
11:31:34 PM
S9810 999999 3/9/31006 CONVERT
11:31:33 P
193810 999599 James
Burton
198810 999539 Q7 lames
7 Burton
1989810 999599 CONVERT
1

[eadify][eactrate]

[ty | Deactvate |
[Moclifvl Dearteate]
[eadify][Deactrvate]

WIC Local Agency/Clinic Management Page

The WIC Local Agency/Clinic Management Page contains the following fields, buttons, and check box:

+ Type (drop-down list): the WIC entitv tvpe, either Local Agency or Clinic.

+ Location (drop-down list): the location level of the local agency or clinic.

+ Parent Id (drop-down list): the numeric identifier of the parent organization of the local agency or clinic and
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& Introduction s Parent Id (drop-down list): the numeric identifier of the parent organization of the local agency or clinic and

] FPRS Owerview the parent organization name. Selecting a specific agencv/clinic parent using the Parent Id drop-down list
"o Working with FPRS Forms displays the Add New button.
Working with WIC Local Agencies/Clinics
&2* Werking with WIC Local Agencies/Clinics » Is Active (check box): if selected, limits the search to only those local agencies or clinics that are active.
Searching for WIC Local Agencies/Clinics
{3 Generating Directory Reports of WIC Local « Search (button): click to perform a search based on the selected criteria.

@ Worlcing with Agency Profiles
OME Forms and Form Instructions

o FPRS F tly Azked Questions (FAQ) s Clear (button): click to reset the drop-down list fields and check box to their default selections and to remove
S Frequently Asked Questions (FAQ)

all search results from the Search Results tab (if applicable).

s Report (button): click to generate a directory report listing all of the contact information for those local
agencies and clinics meeting the selected criteria in the Location and Parent Id drop-down list fields. For
more information on generating reports, refer to Generating Directory Reports of WIC Local Agencies Clinics.

s Add New (button): click to open the FNS-648 tab with the Action Tvpe of Addition; from this tab vou can
create and save a new local agency or clinic.

Note: The Add New (button) is onlv available to users with entrv, certifv, or post rights to the FINS-648.

WIC Local Agency/Clinic Management
Type |Lo|:al Agency ﬂ
Location |us leval =] 3
Parent 1d IIIIl'D'EIIIICI]. - POARCH BAND OF CREEK INDIANS EI
W 1s Active
Search Clear Report Add Hew

Local Agency/Clinic Management Search Fields and Buttons
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[O contents | O Index | O Search | O Glossary |

|
&7 Introduction + Report (button): click to generate a directory report listing all of the contact information for those local
of FPRS Overview agencies and clinics meeting the selected criteria in the Location and Parent Id drop-down list fields. For
¥ Working with FPRS Forms more information on generating reports, refer to Generating Directory Reports of WIC Local Agencies/Clinics.

Waorking with WIC Local Agencies/Clinics

iy Warking with WIC Local Agencies/Clinics

iy Searching for WIC Local Agencies/Clinics

iy Generating Directory Reports of WIC Local
‘ﬁ Working with Agency Profiles = . : i : et : Ei
¥ OME Forms and Form Instructions MNote: The Add New (button) is only available to users with entrv, certify, or post rights to the FINS-648.
‘ﬁ FPRS Frequently Asked Questions (FAQ)

+ Add New (button): click to open the FNS-648 tab with the Action Tvpe of Addition; from this tab vou can
create and save a new local agency or clinic.

WIC Local Agency/Clinic Management

Type [Local Agency |
Location |us level =]
Parent 1d IDIQQDGI - POARCH BAND OF CREEK INDIANS EI
M Is Active

Search Clear Repart Add Hew

Local Agency/Clinic Management Search Fields and Buttons

Note: The selection of Region level or State level from the Location drop-down list displavs another drop-down
list from which a specific region or state can be selected. For more information on the secondary state and region
drop-down lists, refer to Searching for WIC Local Agencies/Clinics.
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