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A FEW QUESTIONS AND ANSWERS

What tasks can Peer Counselors complete in WISPr?

The following tasks are available to Peer Counselors in WISPr:
View caseload for herself and all Peer Counselors
Document (add/edit) peer counseling contacts
Withdraw participants from peer counseling program
Complete exit surveys
Edit family information
o Staff notes/alerts
o Family contact information
e Edit participant information
o Staff notes/alerts
o Pregnancy tab, Infant feeding tab, height and weight
e View family and participant information
o Staff notes/alerts
o Care plans
o Food package history
Issue breastfeeding equipment

These functions were made available to aid Peer Counselors in doing their job and communicating
with other staff. Peer Counselors should only use these functions in their role and scope as Peer
Counselors. It is expected each agency will document peer counseling contacts in WISPr. Beyond
that, each agency can choose what specific functions they want Peer Counselors to use.

Can Peer Counselors access WISPr from home?

Yes. Part of peer counseling is to provide services outside of the clinic. It is important Peer
Counselors continue to receive privacy training, especially on keeping the sensitive information in
WISPr secure. WISPr is not fully compatible with Apple products.

How will data be reported from the exit surveys?

We are using Key Survey, an internet-based survey tool. It gathers the data from the completed
exit surveys and forms a report. Every year each agency will be given a link to access an online
report.

We will only make significant changes to exit surveys at the beginning of each federal fiscal year.

Any changes to your exit survey should be submitted with your Peer Counseling budget and plan
each year.
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BREASTFEEDING EDUCATION: PEER COUNSELING
CONTACTS PAGE

1. Go to a woman’s Participant Summary page or any page with the left hand navigation panel.

Cther Participants In This Family| v |

== Participant Summary
== Mutrition Assessment
== Certification
»=> Assign Food Package
> Voided Checks
»= Mutrition Education
== Participant Care Plan
= Breastfeeding Education
> Peer Counseling
= Equipment

2. Click on Peer Counseling in the left hand navigation.

= i cation

= Peer Counseling
= Fmnnmeant

This will take you to the woman’s Breastfeeding Education: Peer Counseling Contacts page.
The information available on this page will vary depending on the enroliment status of the
participant in the Peer Counseling program.

Not enrolled:

Breastfeeding Education: Peer Counseling Contacts

@_PC: Mot assigned, not interested chaDge

BFPC Contacts:
ADD NEW VISIT

Scheduled Future Contacts:
FUTURECONTACTS
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Active in the Peer Counseling Program:

Breastfeeding Education: Peer Counseling Contacts

2

BFPC: Participant assigned to Babe Baker change
Initially interested on 1/7/2015 (by Babe Baker)

BFPC Contacts:

Date Type Topics

3/9/2015 Left Message BF Support

2/18/2015 Conversation BF Support
1

ADD NEW VISIT

Scheduled Future Contacts:
FUTURE CONTACTS

: )

Withdrawn from the Peer Counseling Program:

Breastfeeding Education: Peer Counseling Contacts

GFPC: Mot assigned, not interested  change \
Initially interested on 1/2/2015 (by Nicole Osborne)

The participant has withdrawn from the BFPC program. 3/6/2015, Nicole Osborne, Not breastfeeding

Chrhe participant's survey is completed.

CREATE EXIT SURVEY

@is button will open a new window. _/)

BFPC Contacts:

Date Type Topics
2/4/2015 Conversation
2/2/2015 Left Meszage

1

ADD NEW VISIT

Scheduled Future Contacts:
FUTURECONTACTS
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MARKING PARTICIPANT AS INTERESTED IN THE
PEER COUNSELING PROGRAM

1. Go to a woman participant’s Breastfeeding Education: Peer Counseling Contacts page.

2. Click on change.

Breastfeeding Education: Peer Counseling Contacts
-~

V4

BFPC: Mot assigned, not interested change

3. Click the box next to “Interested in Peer Counseling.”

Ulinterested in Peer Counseling

4. Click the Save button.

BFPC: Mot assigned, not interested change

|NU”E Vllnterested in Peer Counseling

When and by whom a participant was marked as interested will appear under BFPC. This will
always remain on the participant’s Peer Counseling Contacts page.

B : ' '
nitially interested on 3/20/2015 (by Ranita Bowen)

If you would like to return a participant to being not interested once they were marked
interested, follow the same steps on this page. If a Peer Counselor was already selected, you
must change it to “None” for the check box to appear. In step 3, when you click the box, the
check mark will go away. Once saved, the following should appear:

BFPC:I'.]gnt assigned, not interested ) change
Initially intETESted on 3724 v Marlee Harris)
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ASSIGNING A PARTICIPANT A PEER COUNSELOR

1. Go to a woman participant’s Breastfeeding Education: Peer Counseling Contacts page.

2. Click on change.

Breastfeeding Education: Peer Counseling Contacts
-~

V4

BFPC: Mot assigned, not interested  change

3. Select a Peer Counselor from the dropdown list.

BFPC: Mot assigned, not interested change

Ulinterested in Peer Counseling

Babe Baker
Ranita Bowen
Judy Cutts
Melissa Morgan
Miranda Lee
Micole Osborne
Jamie Cornwell

Lancel

Note: The names on the dropdown list are those that are marked as active and assigned the
“Peer Counselor” role in WISPr.

4. Click the Save button.

Babe Baker

Cancel

The participant’s assigned Peer Counselor’'s name will appear next to BFPC.
BFPC:(Earticipant assigned to Babe Baker) change
Initially intETESTEd on 320 WV Fanitia Bowen)

Note: If not previously marked as interested in peer counseling, assigning a peer counselor will
also generate the note “Initially interested on [date assigned a peer counselor] (by [name of
staff assigning a peer counselor])” note beneath BFPC.
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VIEWING PARTICIPANTS INTERESTED IN A PEER
COUNSELOR, BUT UNASSIGNED

1. Click on the Agency/Clinic Administration button at the top of the WISPr page.

AGENCY / CLINIC
ADMINISTRATION

2. Click on BF Peer Counseling on the Agency/Clinic Administration page.

=> Classes
== Breastfeeding Equipment

G:a BF Peer Counseling :}
== BF Vendor Liaison

3. Click on the line with the clinic number you want and “Unassigned” in the BFPC column.

Note: Unassigned will only appear on the grid if there are participants marked as interested, but

unassigned a peer counselor in a clinic.

View [All Clinics and [All BFPCs
Clinic BFPC Case Load
301 Anita Hernandez 0 Participants
301 Carla warner 0 Participants
301 Elizabeth C'dell 124 Participants
301 Esperanza Pena 0 Participants
301 Incomplete Survey S Participants
301 Marissa Sio 34 Participants
301 Unassigned 3 Participants )
301 Yolanda Leon 109 Participants
302 Incomplete Survey 2 Participants
302 Josefina Sanchez 22 Participants
306 Incomplete Survey 2 Participants
GI_G Unassigned 1 Participant j
Page Size: |All[V| Page: 1 v Rows 1 - 12 of 12

A popup box will appear.

. Breastfeedina Peer Counselina Visits {
o L)
Unassigned Participants Print this List

Clinic: 301 - Canyon County WIC

3 Participants

Hl PID Name Last Visit
2064746 MNever
2011283 Never
2003244 MNever

Note: If you click on the name in the grid, it will take you to that participant’'s Peer Counseling

Page where you can assign a peer counselor.

Note: You can also view a list of unassigned participants from the Peer Counseling: Caseload

page, by selecting “Unassigned” from the View Caseload for dropdown list.
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VIEWING AGENCY PEER COUNSELORS’ CASELOAD

1. Click on the Agency/Clinic Administration button at the top of the WISPr page.

AGENCY / CLINIC
ADMINISTRATION

2. Click on BF Peer Counseling on the Agency/Clinic Administration page.
»> Classes
== Breastfeeding Equipment

G:- BF Peer Counseling )
>> BF Vendor Liaison

A grid with Peer Counselors, their clinic, and their caseload will appear.

View [All Clinics and |All BFPCs
Clinic BFPC Case Load
101 Babe Balker 101 Participants
101 Incomplete Survey 28 Participants
101 Jamie Cornwell 52 Participants
101 Judy Cutts 19 Participants
101 Melisza Maorgan 0 Participants
101 Miranda Lee 0 Participants
101 Nicole Osborne 43 Participants
101 Ranita Bowen 1 Participant
104 Incomplete Survey 1 Participant
110 Incomplete Survey 1 Participant

Page Size: AII Page: 1 hd Rows 1 - 10 of 10

Note: Staff who are active in WISPr as a Peer Counselor will show on this list. Also, if a Peer
Counselor is no longer active in WISPr, but has clients in her caseload or has entered peer
counseling visits, she will still appear on this list.

3. To view the clients in a Peer Counselor’s caseload, click on a Peer Counselor’s line in the grid.

A box will popup showing the participants assigned to that Peer Counselor.

o Breastfeedina Peer Counselina Visits g
Judy Cuttsw Print this List
Peer Counselor's name Date of last WISPr
Clinic: 101 - Hayden === Peer Counselor's clinic documented Peer

Counseling visit
19 Participants Assigned

N PID Name Last Visit
2002757 2/27/2015
2048347 2/12/2015
2048869 2/12/2015

Note: If you click on the name in the grid, it will take you to that participant’'s Peer Counseling
Page.
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PEER COUNSELOR’S CASELOAD PAGE

There are two ways to access your Peer Counseling: Caseload page.

1. From any page in WISPr, click on the Home link in the upper left-hand corner near the
WISPTr logo.

Note: If you are on the Peer Counseling: Caseload page and click the Home link, it will take
you to the WISPr homepage.

OR

a. Click on the Agency/Clinic Administration button at the top of the WISPr page.

AGENCY / CLINIC
ADMINISTRATION

b. Click on >>My BFPC Dashboard in the left-hand navigation panel.
== My BFPC Dashboard

2. Select the Peer Counselor whose caseload you want to view from the View Caseload for
dropdown list.

View Caseload for: il
Babe Baker
Ranita Bowen
Angela Bucher
Jamie Cornwell
The following clie| | indsay Fowler
Miranda Lee
Mary Monroe
1935372 Melissa Morgan
2042022 ,Unassigned

The caseload grid will appear.

. o ) Future contact
Click on a participant's line and reason

1o go to the participant's

2N
) . . peer counseling page.
owing clients are\assigned:

Name EDD ADD Cat MNext Contact Next Cont Reason
11/30/2014 P
09/01/2014 | 09/05/2014 P 10/08/2014 1 mo postpartum ffu ad...

Clients who have a recent contact
documented by someone other than their
assigned Peer Counselor.

The fd

Shows clients who do not
have any contacts

Note: You can sort the caseload grid by any of the column headers by clicking on the
column header you want to sort by.
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HOW NEXT CONTACT APPEARS ON CASELOAD PAGE

1. Log a future contact for a participant. (See Adding Future Contacts)

The future contact shows on the Peer Counseling: Caseload page.
Peer Counseling: Caseload

View Caseload for: IMe [~
P

The following clients are assigned:

PID Name EDD ADD Cat Next Contact Next Cont Reason
11/30/2014 P

08/17/2014 |08/18/2014 |B
09/01/2014 |09/05/2014 |P 10/05/2014 1 mo postpartum f/u

2. To remove the Next Contact that shows on the Peer Counseling Caseload page, you can:

e Turn the future contact into a logged visit (see Turning Future Contacts into a Visit)
e Delete the future contact (see Editing Future Contacts)

When one of the above is done, the Next Contact showing on the Peer Counseling: Caseload
page will show to the nearest future contact logged for the participant.
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ADDING A CONTACT

Note: Supervisors, Registered Dietitians, and Certifiers also have permission to add and edit Peer
Counseling visits.

1. Go to a woman participant’s Breastfeeding Education: Peer Counseling Contacts page.

2. Click on the Add New Visit button.

ADD NEW VISIT

A New Breastfeeding Peer Counseling Visit form will appear.

New Breastfeeding Peer C ling Visit Erint
22
Contact Date: L0014 BFPC: [Tricia Florence [v]
Phone: EDD: 31772014
Address:
Infant's Name: DOEB: /182014
Weeks Gestation 39 Birth Weight: 8bs 3oz
at Birth
Type of contact:
Telephone In Person Written
Conversation Ociinic visit Cfext Conversation
OMessage OHome Wisit Letier
No Answer ChHaspital visit Cemai
Oclass OFacebook Message
OSL pport Group
Prenatal Topics: Post-Partum Topics: Referral Made for:
[=F Barriers [eF Technique [J=F Management Problems
Ckr panadts OImine Supply Ceosition / Lateh Problams (Unresolved)
Cer Technigues Oer Support [Chvedical condition Mom/infant
OsF management OeF sarriers Dhvedications
ClReturn to Work/Schoal ORetumn to Werk/Scheal Dlother
ther Oether
Notes:

EN s B

3. Enter information in the form.

e Enter the date of the contact in the Contact Date box. This defaults to today’s date.

3F24/2015
Contact Date: —

e Enter the Peer Counselor who made the contact using the BFPC dropdown.

BFPC: |Ranita Bowen

Note: If you are a Peer Counselor, it defaults to your name. If you are not a Peer
Counselor, entering a visit, it defaults to the participant’s assigned Peer Counselor.

e Select a type of contact that best describes the contact made.

Type of contact:

Telephone In Person Written
OCcanversation OClinic Visit OText Conversation
OMessage OHome Visit OLetter
ONo Answer OHospital Visit OEmail

Class OFacebook Message

OSupport Group
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e Check topics discussed during the contact under Prenatal Topics and Post-Partum

Topics.
Prenatal Topics: Post-Partum Topics:
UIBF Barriers Ulsr Technique
UIBF Benefits Cutitk Supply
Ulsr Technigues Cler Support
UBrF Management LIsF Barriers
UReturn to Work/School URetumn to Work/School
Uother Uother

e Check, if any, which referrals were provided during the contact under Referral Made for.

Referral Made for:

LerF Management Problems

Opaosition / Latch Problems (Unresolved)
UMedical condition Mom/Infant
[Medications

Oother

Note: If a referral is marked on this form, it will also be listed under the participant’s
Referrals tab on the participant summary page.

e Type notes about the contact.

Notes:

4. Click the Save button.

SAVE

Note: Clicking either the Cancel or Delete button will return you to the participant’s peer
counseling page without saving the form.

The saved visit will appear on the Participant’s Peer Counseling page.

BFPC Contacts:

Date Type Topics
3/24/2015 Text Conversation Return to Work/School
12/1/2014 Left Message

A staff note is also generated on the woman’s participant summary page.

o )
Participant Care Plan | Alert: I'-:r:efenals View Note
Staff Notes All |
Date Author Tvpe Note Date: Author:
3/24/2015 Ranita... |BRFD | BFPC Visit oreated for | | 3/24/2015 hwc1201 !
B o Type: '
. Breastfeeding g
I Note: I
BFPCViswtcreatedfor{
EAlert
4 | CANCEL
w
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EDITING A CONTACT

This function is available within 24 hours after creating a visit form.

1. Go to a woman participant’s Breastfeeding Education: Peer Counseling Contacts page.
2. Select the visit/contact you would like to edit from the BFPC Contacts grid.
BFPC Contacts:
Date Type Topics
10/2/2014 Conwversation Milke Supply
9/28/2014 Hospital Visit BF Support
1
The Breastfeeding Peer Counseling Visit form will appear.
Breastfeeding Peer Counseling Visit Print
Contact Date: BFPC: Tricia Florence
Phone: | EDD: 8/17/2014
Address:
Infant's Name: DOB: 8/18/2014
Weeks Gestation 39 Birth Weight: 8lbs 30z
at Birth:
Type of contact:
Conversation
Prenatal Topics: Post-Partum Topics: Referral Made for:
Milk Supply This Visit included referrals for:
Paosition/Latch Problems (Unresolved)
Notes:
None
3. Click the Edit button.
4. Edit the necessary information on the Breastfeeding Peer Counseling Visit form.
5. Click on one of the following:
e The Save button to save the edits to the visit form and return to the participant’s peer
counseling page.
e The Cancel button to not save any of the edits but keep the visit form as it was originally
entered and return to the participant’s peer counseling page.
e The Delete button to delete the visit form and return to the participant’s peer counseling
page. This will remove the visit from the BFPC Contacts grid.
Peer Counseling Tools 14 Return to Table of Contents J
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VIEWING A CONTACT

1. Go to a woman participant’s Breastfeeding Education: Peer Counseling Contacts page.

2. Select the visit/contact you would like to view from the BFPC Contacts grid.

BFPC Contacts:

Date Type Topics

10/2/2014 Conwversation Milk Supply

9/28/2014 Hospital Visit BF Support
1

The Breastfeeding Peer Counseling Visit form will appear.

)
&

Breastfeeding Peer Counseling Visit

Contact Date: |1[]_|"2_|"2[]14. BFPC: Tricia Flarence
Phone: i EDD: 81772014
Address:

Infant's Name: DOB: 8/M18/2014
Weeks Gestation ‘39 Birth Weight: 81bs 3oz

at Birth:

Type of contact:

Conversation

Prenatal Topics: Post-Partum Topics: Referral Made for:
Milk Supply This Visit included referrals for:
Pasition/Latch Problems (Unresolved)

Notes:
Mone

3. You can flip between visits by selecting the visit date you would like to view from the Contact
Date dropdown list.

Contact Date: 10/212014

S 9f28!2[|1f1
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ADDING A FUTURE CONTACT

Note: This function is optional. It is available to help with organizing/planning regular contacts with
a participant. There is no State requirement for Peer Counselors to use this function.

1.

2.

Go to a woman participant’s Breastfeeding Education: Peer Counseling Contacts page.

Click the Future Contacts button.

The Breastfeeding Education: Future Contacts page will appear.

Breastfeeding Education: Future Contacts

EDD: 8/17/2014

ADD: 8/18/2014 Weeks Gestation 39
at Birth:

No Future Visits Scheduled

Date:

Reason:

Counselor: |Tricia Florence .

Note:
e If the participant is pregnant, the estimated delivery date will be displayed.

e |If the participant has an infant in WISPr, the actual delivery date (ADD) and the weeks
gestation the baby was born at will be displayed.

Enter the date of the future contact in the Date box.
Date:

Enter the reason for the future contact in the Reason box.

Reason:

Select the Peer Counselor who is scheduled to make the future contact from the Counselor
dropdown list.

Tricia Florence
Babe Baker
Mary Monroe
Lindsay Fowler

Counselor:

Ranita Bowen
Jamie Cornwell
Melissa Morgan

Click on the Add button.
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The future contact will appear on the participant’s peer counseling page under Scheduled
Future Contacts.

Contact Date Counselor Reason
10/05/2014 Tricia Florence 1 mo postpartum ffu
1

If future contacts are scheduled, the nearest future contact date will also show in the Next
Contact and Next Cont Reason columns on the Peer Counseling: Caseload page.

Peer Counseling: Caseload

View Caseload for: |[Me

(i

The following clients are assigned:

PID Name EDD ADD Cat MNext Contact Next Cont Reason
11/30/2014 P
03/17/2014 08/18/2014 B
09/01/2014 |09/05/2014 |P 10/05/2014 1 mo postpartum ffu
Peer Counseling Tools 17 Return to Table of Contents J
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TURNING A FUTURE CONTACT INTO A VISIT

1. Go to a woman participant’s Breastfeeding Education: Peer Counseling Contacts page.

2. Select the future contact you would like to edit from the Scheduled Future Contacts grid.

Scheduled Future Contacts:
Contact Date Counselor Reason
10/05/2014 Tricia Florence 1 mo postpartum ffu

1

A Breastfeeding Peer Counseling Visit form will appear. This is just a draft and is not logged
as an actual contact.

Breastfeeding Peer Counseling Visit Print
BFPC: Tricia Florence

Phone: 0 EDD: 9/1/2014

Address: &

Type of contact:

Prenatal Topics: Post-Partum Topics: Referral Made for:
None

Notes:
1 mo postpartum ffu

3. Click the Edit button.

A Breastfeeding Peer Counseling Visit form will appear.

=

Breastfeeding Peer Counseling Visit

10/2/2014
BFPC: Tricia Florence
Phone: ! EDD: 9172014

Address:

Contact Type is a Required Field

Type of contact:

Telephone In Person Written
Otonversation OClinic Visit OText Conversation
ClMessage OHome Visit Oletter
Ono Answer OHospital Visit OEmail

OClass OFacebook Message

Osupport Group

Prenatal Topics: Post-Partum Topics: Referral Made for:

OB Barriers CIBF Technique OBF Management Problems

CeF Benefits [y Supply Opasition / Latch Problems (Unresolved)
OB Techniques UpF support OMedical condition Mom/Infant

[IBF Management CIBF Barriers [CMedications

CReturn to Work/School CReturn to Work/School DClother

Cother Cother

Notes:

1 mo postpartum flu

SAVE ‘CANCEL DELETE

4. Complete the form for the contact and click the Save button. For instructions on completing
the form, see Adding a Contact.
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EDITING A FUTURE CONTACT

1. Go to a woman participant’s Breastfeeding Education: Peer Counseling Contacts page.

2. Click the Future Contacts button.

The Breastfeeding Education: Future Contacts page will appear.

Breastfeeding Education: Future Contacts

EDD: 9/1/2014

Contact Date Counselor Reason
10/08/2014 Tricia Flerence 1 mo postpartum f/u
1

Date:

Reason:

Counselor: |Tricia Florence .

3. Select the future contact you would like to edit from the grid on the Breastfeeding Education:
Future Contacts page.

Breastfeeding Education: Future Contacts

EDD: 9/1/2014
Contact Date Counselor Reason
10/08/2014 Tricia Florence 1 mo postpartum f/u

1

4. Make edits to the information that appears below the grid.

Date: [10/8/2014

Reason: |1 mo postpartum flu

Counselor: ITricia Florence .

5. Click on one of the following:

e The Save button to save the edits.

e The Delete button to delete the future contact.

e The Cancel button to not save any of the edits but keep the future contact visit form as it
was originally entered.
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WITHDRAWING FROM PEER COUNSELING

1. Go to a woman participant’s Breastfeeding Education: Peer Counseling Contacts page.

. Click the Withdraw button.

N

3. Select a reason why you are withdrawing the participant in the dropdown list.

Please select why you are withdrawing this participant from the BFPC program:

—Please Select—-
3 months postpartum
Moved

CANCEL

Mot breastfeeding
MNot Interested
Mot on WIC

4. Click the OK button.

CANCEL

Note: If you do not want to withdraw the participant, click the Cancel button.

A note will be made stating “The participant has withdrawn from the BFPC program. [date],

[staff who withdrew her], [reason withdrawn]”.

The participant has withdrawn from the BFPC program. 10/3/2014, Tricia Florence, Not Interested

A Create Exit Survey button will also appear.

(IThe participant's survey is completed.

CREATE EXIT SURVEY

This button will open a new window.
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COMPLETING AN EXIT SURVEY

1. Go to the Participant’s Peer Counseling page for a participant who has been withdrawn from
the program.

2. Click the Create Exit Survey button.

CREATE EXIT SURVEY

This button will open a new window.

A new internet browser tab/window will open.

=

. WISPr Training Environment ... * @ Peer Counseling Services Surve. )

Note: The exit survey is completed outside of WISPr in an internet-based survey tool.

Each survey is unigue to your agency. Each survey link is unique to the participant, because
typically the first page of the survey will be completed with information from WISPr about the
participant. It includes:

First Name
T — Participant Details
PID
Date Assignad 9/26/2014
Peer Counselor Tricia Florence Enroliment Details
Initial Contact Date (mm/dd/yyyy) 3/28/2014
Date Withdrawn (mm/dd/yyyy) ? 10/3/2014 X i
) : Withdrawl Details
Withdraw Reason Mot Interestad

Telephone Contacts

Conversation 1
Massage i)

No Ansvrer 0

Visits

Clinic

Home

__*Types and number of contacts

Haospitzal X
recorded in WISPr

Class

EHRCHCIEEE

Support Group

Written Contacts ‘i

Text
Letter

Email

o o a o

Facebook msg

Total Contacts 2

Breastfeeding Status

Category E Current category in WISPr

Food Package 7111 Most recently assigned food package
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3. Edit any information on the first page.

4. Click the Next button to progress through the survey.

MNext =
5. Enter the answer to each question and click Next to progress through the survey.
Note: Surveys cannot be saved. A survey must be completed at one time.

6. On the last page of the survey, click the Submit button.

Submit

7. Return to WISPr and the participant’s peer counseling page.

8. Check the box “The participant’s survey is completed.” This will allow for tracking what surveys
are or are not completed.

[The participant’s survey is completed.

Note: You have the option to complete the survey by asking the participant the survey questions or
you can email/text the participant a link to the survey so she can complete it on her own time.
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VIEWING LIST OF INCOMPLETE SURVEYS

Incomplete Surveys: participants who have been withdrawn from the peer counseling program,
but do not have the “The participant’s survey is completed” box checked on
their Peer Counseling page.

To help track what exit surveys are available, but not completed, you can view a list of participants
who have been withdrawn from the peer counseling program, but do not have the “The
participant’s survey is completed” box checked.

1. Click on the Agency/Clinic Administration button at the top of the WISPr page.

AGENCY / CLINIC
ADMINISTRATION

2. Click on BF Peer Counseling on the Agency/Clinic Administration page.
== Classes
== Breastfeeding Equipment

(== BF Peer Counseling }

>> BF Vendor Liaison

3. Click on the line with the clinic number you want in the Clinic column and “Incomplete Survey”
in the BFPC column.

Note: Incomplete Survey will only appear on the grid if there are incomplete surveys in a clinic.

View [l Clinics and [All BFPCs

Clinic BFPC Case Load

10 o

101 Incomplete Survey 27 Participants

101 Jamie Cornwell 52 Participants

101 Judy Cutts 19 Participants

101 Melisza Maorgan 0 Participants

101 Miranda Lee 0 Participants

101 Nicole Osborne 43 Participants

101 Ranita Bowen 1 Participant

@4 Incomplete Survey 1 Participant _)
Cfltl Incomplete Survey 1 Participant )

Page Size: AII. Page: 1 v Rows 1 - 10 of 10

An Incomplete BFPC Surveys pop-up box will appear.

o Breastfeedina Peer Counselina Visits g
Incomplete BFPC Surveys Print this List ~
Clinic: 101 - Hayden Peer Counselor who

logged the |ast visit
27 Participants

Sl PID Name Last Visit Last BFPC
2051781 1/12/2015 Babe Baker
2045897 12/8/2014 Babe Baker
2060773 3/4/2015 Nicole Osborne
2021470 2/4/2015 Babe Baker
1469745 1/2/2015 Nicole Oshorne

Note: WISPr does not save a history of who was the originally assigned Peer Counselor, but it
does save the Peer Counselor documented on visit forms.

4. To go to a participant’s peer counseling page, click on the name of a participant on the
Incomplete BFPC Surveys grid.
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VIEWING EXIT SURVEY REPORTS

Excel Format

Key Survey is the website that collects all the exit survey data. The report data can be compiled in
an Excel spreadsheet. Only the State Office has access to this function. Contact the State
Breastfeeding Coordinator if you would like to receive the survey data in an Excel spreadsheet
format.

Online Format

You can view real-time data from exit surveys in a report available online at any time. This will
show a cumulative fiscal year report and will not distinguish data based on quarter.

1. Click on your report hyperlink or copy and paste the URL into your internet browser. The URL is
your agency’s Peer Counseling Exit Survey Report link and is unique to your agency. If you
don’t have this link you can request it from the State Breastfeeding Coordinator.

2. View the responses to answers using the various tools for each question type:
e Text Response
e Pick One or the Other Responses
e Scale Responses

Note: Because each agency’s survey varies, the question types listed below may not match your
exact survey, but should be representative of the types of questions on your survey.
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Text Responses WISPr or person completing the survey enters letters/numbers into a text box.

=
Response
total

First Mame

1
i ‘\ Number of

Last Name responses to

@ 1 the question.
PID
& 1

Statistics based on 1 dents;
Typically, the statistics will be based on the same e e

number of responses as the Response total.

Click & in the top blue row of the table, to view the text responses given for all of the topics

[ )
within the question.
Breastfeeding Status @
Category
154
Food Package
154
A pop-up box will appear:
ICE] ITIFITI
[1 www.keysurvey.com/reportmodule/REPORT1/report?theReport=-1&theSurvey=68654 1&pw=2d2334d9&itemID=-1&qIDtext=17187321&afl
0
Breastfeeding Status r
(1 totaly
# Responses
1 Category : B
Food Package : 5201 4
1 total)
h
e Click on the graphic on a line within a question table to view a pop-up box with the text
responses given only for a specific topic within a question.
@egory
Pop-up box:
IE] =Ta = |
[3 www.keysurvey.com/reportmodule/REPORT1/report? AnswerlD=81743019&theReport=-1&theSurvey=686541&itemID=-1&pw=2d2334d98
Breastfeeding Status
Category
(1 total)
# Responses
10
(1 total)
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Pick One or the Other Responses Person completing the survey selects only one of the answer
options.

Did having a peer counselor support you in your breastfeeding experience?

Response Response
percent total
T — T — Number of
Yes = 1007 i ‘,\ respondents
choosing this
Mo 0% 0 answer
Export Graph /_' Statistics based on 1 respondents?

The total number of people who answered the question.
The percentage each answer

was selected compared to the
total number of times that
question was answered.

Scale Responses Person completing the survey selects an answer option from a scale.

On a scale of 1 to 5, how would you rate the support you received from your peer counselor?

1. Very good 5. Poor Response
| (| O | O total
L] i ] ¥ 4 i3 ] 1]
I
46.67% 53.33% 0% 0% 0% ’ 4 e
(7 (8) (o} (0} (0} | * ‘\ Mumber of responses
: : to this question.

Statistics based on 15 respondents;
The percentage each answer

LTI 7 option was chosen compared
respondents to the total number of times

choosing this that question was answered.
answer option.

The total number of people who answered the question.

e To zoom in on the graph, click on the graph. A pop-up box will appear.

0 1 2 3 4 5 [ 7 8

Agree  — ] &
MeLtral

Dizagree
Strongly Disagree
Mot Applicable

e 2 2 =

Statistics based on 15 respondents;

Export Graph
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EXPORT' NG REPORT GRAPHS Pick One or the Other & Scale Responses

1. For Pick One or the Other Responses:

a. Click on the Export Graph link at the bottom left-hand corner of the question table.

Why did you decide to breastfe:

Bonding

Convenience g
Other

Lr_‘.("" —_—

Export Graph

For Scale Responses:

a. Click on the graph shown in the question.

ite the support you received from your peer counselor?

5. Very Good

Response
‘2 ; i :
K
1% 72.97% |
(27) , =7
-

tatrstiesbased on 37 res

b. On the graph pop-up, click the Export Graph link.

L]
On a scale of 1 to 5, how would you rate the support you received
from
your peer counselor?
0 2 4 6 8 10 12 14 16 18 20 22 24 26 28
1. Poor 1
2. ]
3. - 5
4. —| i 4
5. Very Good - J
Statistice based on 37 respondents;
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In the new pop-up box, adjust the grids appearance as desired by adjusting the various options.

[¥ worldaPP - Google Chrome = | =] =2
3 www.keysurvey.com/reportmodule/REPORT1/Member/Report/jsp/Export2image.jsp?uri=9&QuestionID=17144453&ReportID=-1&SurveyID
Question:
Did having a peer counselor support you in your breastfeeding experience? Graph Type

E‘ Horizontal bar 30 +

Did having a peer counselor support you in your breastfeeding
experience? Width Height

0% 10% 20% 30% 40% 50% 60% 0% BO%  O0% 100% 110% 500 160 |Update |

es 100%
Scale in :
Mo 0 | totals
# percents

Graph Options

«| Show question in title
Rank in order

/| Zoom in

Statistics based on 1 respondents;0 filtered; 0 skipped.

Graph Type: This will change the style of graph.  Graph Tvpe

E‘ Horizontal bar 300«

E Horizontal bar 3D
v m Vertical bar 3D
[ Pie 3D

g Horizontal bar 2D

[' Vertical bar 2D

E| Pie 2D

Width and Height: Enter new sizes and click the Update button Width Height _
after you change size in order to view the size change. 200 180 |olipdate

Scale: Click on totals to show by the number of respondents. Click on percents  Scalein :
to show by the percentage of respondents. totals

# percents

Graph Options: Check Show question in title to show the text of the Graph Options
guestion related to the graph directly above the graph. Check Rank in ¢ Show question in fitle
order to display responses in graph from greatest to least %/total. Zoom in ;a”k in order
doesn’t appear to do anything. © bR
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SAV' NG REPO RT G RA PHS Pick One or the Other & Scale Responses

1. Follow the directions above to export the graph you want to save.

2. Right click on the graph. A list will appear.

I Save image as...

Copy image URL

Copy image

Open image in new tab
Search Google for this image
Print...

Inspect element

3. Click on Save image as...

Copy image URL

Copy image

Open image in new tab
Search Google for this image
Print...

Inspect element

4. Save the document.

[Elsave As Xl
s -
29 B eskop - ~ |23 [ search Deskuop 0]
Organize v New folder v @
W Favorites “ Libraries Harris, MarLee - CO 1st
& Downloads || System Folder % System Folder
- ="
] Recent Places
. MarLee's Folders - .A; Computer W Network
P Deskiop | 5ystem Folder L System Folder
7 Libraries Jayne's trip Needed Links
= Documents File: folder } File folder
@ Music
] Pictures Commurication Documentation - image17144453.png
3 L Shortout = | PNG File
B videos L Shortcut 5.54KB
8 Computer MarLee (Dhweoprintscan MarLee's Folders - Shorteut
o DocumentsHealth) (5) - Shartcut & f Shorteut
8 WICStateOffice (1o | m_x Shortaut @ | 7iibyes |
Save as type: [PNG Fie {.png) =l
= Hide Folders Cancel
A
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5. You can then insert this picture into various files/documents.
For example, to insert the picture into a PowerPoint, click on the Insert tab and click on Picture.

File Home Insert Des

= b B8 we

Table Picture  Clip Screenshot

- Art - )
Tables ‘\ Images

Find the graph file and click insert.

[ 1nsert Picture x|
e -
0\ b |' Desktop - v 23 I Search Desktop 2]
Organize *  Mew folder j:: > [ @
= IS L7 4Ty =
[B] Microsaft PowerPoint PNG File —I
5.54KB
[ Favorites image 17269846.png
4 Downloads
il Recent Places
. MarlLee's Folders - . MarLee (Dh'A'cohpjzi)nES)canh
; DocumentsHealth) (S) - Shortcut
B Desktop @_& Shorteut
- Libraries MarLee's Folders - Shortout
3 D ts 3 r- Shortcut
ocumen @ 711bytes
J‘- Music
[ Pictures _ WICStateOffice (DHWO1F10) (E) -

) =4 Shortcut
B videos =] [@R shortaut =

File name: Iimagd?zﬁg&iﬁ.png j IAII Pictures (*.emf;”.wmf;”.]pg;"j
Tools - Inzert ‘vl Cancel |
4
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