
Breastfeeding Peer Counselor Navigation of Focus 
 
ACCESSING FOCUS 
 
Focus is accessed through the Start menu and not through a Desktop shortcut. 
 

1) Click on Start for state-issued computers with Windows 7: 
 

 
 

For County-issued laptops with Windows 8, click on the folder symbol on the 
bottom left of the screen (that is the Start button in Windows 8) to access Focus icons. 
 
2) Click on Focus. 

if using a state-issued computer it looks like this: 
 

 
 

Both Focus and Focus Train will be clearly marked on Windows 8 (County-issued laptops). 
 
 
 
 
LOGIN TO FOCUS 
 



1. After you access Focus, the “Login to Focus” box appears. 
 

 
 

2. Enter user ID, password, and token. Token is the number on the token screen plus a four 
digit PIN (default PIN is the last four numbers of the token serial number). Do not enter 
anything in the “Log onto” field. 

3. Click on “Log on” button or press the “Enter” key. 
 
To change your password: After you enter your user name, password, and token number 
with the four digit PIN then press the “Tab” key instead of “Enter” or instead of clicking on 
“Log On” button. The Change Password link should go from gray to blue and “51-Iowa 
City” will appear in the “Log onto” field. Click on the Change Password link to change your 
password. 
 

 
 
 
 
 
 
 
 
 
 
FOCUS MAIN MENU 
 



The screen you see immediately after login will show the main menu. If you look at the very top left you will see 
a) the word “Focus”, b) your name, c) WIC agency number and clinic number (more on this in the Advanced 
Search section), and d) if you are connected.  It would read “Focus Train” if you were in the training version of 
Focus. Be sure to check this to ensure you are in the version of Focus you intend to be working. Focus 
Production has a picture of a tree branch with purple flowers; Focus Train has a picture of a bridge. Also check 
to see that you are connected (i.e. in communication with the state database). 
 

 a         b     c         d   
  ↓        ↓      ↓         ↓    

 
 
See below for a screen shot of Focus Train: 



 
 
You will notice the main menu has several options, but only Clinic Services is bolded. You will only 
be able to access Focus sections that are bolded. You can lower the Clinic Services button all the way 
to the bottom of the screen (i.e. push all the grayed out buttons down). This is done by:   
 

1) Put the cursor at the top line of the Clinic Services box,   
 
↓    ↓     ↓     ↓    ↓    ↓   ↓     

 
 

2) Wait for the cursor to look like this: 
    
 
 
 

 
3) Hold the left click on the mouse and drag the Clinic Services button to the bottom of the screen. 

 

 
PANELS AND BRANCHES (SCREENS) 
 



Panels are a collection of similar functions in Focus, for example, the Search panel is how you 
find a client in Focus; the Assessment panel contains the screens with diagnostic and measureable 
data as well as answers to interview questions. The branches off the panels are the specific tasks 
within each panel. For example, the branches under Assessment are the pregnancy data, BFPC 
documentation, anthropometric information, hemoglobin scores, nutrition interview questions, 
and risk assessment.  
 
Panels are collapsed (i.e. branches are not seen) when a plus sign (+) appears to the left of the 
panel name. If you click on the plus sign, the panel will expand to reveal all the branches and now 
a minus sign (-) will appear to the left of the panel name. Clicking on the minus sign will collapse 
the panel again.  
 
Panel Collapsed                                 Panel Expanded 
 

                    
 
 
 
 
 
ACCESSING PANELS 
 
To access a specific branch, click on the branch name (or task). Note: Clicking on the panel 
name will not do anything. For example, if you want to look up an infant’s weight, you would 
click on the + next to Assessment to expand the branches and then click directly on the word 
“Anthropometrics”.  If you just clicked on “Assessment” nothing would happen. 
 
Below is a table of all panels and branches available under Clinic Services. Breastfeeding peer 
counselors will not have access to all of these screens. Screens for which BFPCs do not have 
access will appear, but will be grayed and nothing will happen if you click on them. 
 
For the remainder of this tutorial, branches will be referred to as “screens”. 
 
 
 
 
 
 
 
 
 
 
Panels/Screens Under Clinic Services and BFPC Access 
 

Panel BFPCs have access and 
can enter info 

BFPCs have access, 
but “Read Only” 

BFPCs do not have access 



Search Simple; Advanced; BFPC 
Caseload 

None  BFPC Assignment; Investigator 
Family 

Family/Intake Comments/Alerts Family; Identity; 
Contact/Address; 
Participant Category 

Certification Guide; Income; Voter 
Registration; Application 

Assessment BPFC Documentation Visit Summary; 
Pregnancy; Nutrition 
Interview 

Anthropometrics; Blood; Risks 

Certification None None All 
Education/Care Referral – Participant Nutrition Education; 

Care Plan-Participant; 
BF Equipment 

Referral-family; Care Plan-family 

Foods None None All 
Activity None Appointment History; 

Transfer Family; 
Retrieve Participant 

Survey; Customer Service Log; 
Participant Violations; Admin 
Hearing 

 

 
__________________________________________________  
 
SEARCH PANEL 
 



 
 
When you first click on Client Services you will see the Search panel. You can also click on the 
+ next to Search to expand the branches and then click on the word of the kind of search you 
want to do (e.g. simple or advanced). 
 
 
SIMPLE SEARCH 
 
You can look up a family using:  

a) Family ID (FID); all members of the family have the same FID,  
b) Each individual of the family has their own Person ID  
c) The PAN is the number that is listed on the family’s eWIC card. 

   

 
 

 

ADVANCED SEARCH 

With advanced search you can look up a family by first and/or last name, date of birth, zip code, 
or phone number. 

 

Some additional advanced search features: 
 

• Checkbox “Soundex” if you’re not sure of a name’s spelling – the results will be all names that 
sound like the one you enter 

• Checkbox “Include Alias Name” for names client used to have (e.g. maiden name; infant’s last 
name before adoption) 



• Type % before or after part of a name and the result will be all names that include those letters. 
For example, if you typed Smi% you would get all names that start with “Smi”. If you typed 
%own you would get all names that have “own” as the last letters. 

• Checkbox “Show All Family Members” – when checked all family members are shown for all 
people whose name you entered; click to uncheck the box to specifically search only for the name 
you entered. (An example of when you’d check the box is when you know mom’s name but not 
baby). This box is automatically checked when you click on Advanced Search. 

• Advanced Search defaults with no LA ID specified, and this is the typical way to search. If you 
search with a blank LA ID field, you are searching all WIC clients in Iowa. 

• LA ID means Local Agency ID. There are 20 WIC agencies in Iowa and each one has an agency 
number. We are Agency 51. If you click the drop box arrow in the right of the field the only 
option is Agency 51. Every clinic site in each agency has its own Clinic ID. If you click on LA 
ID, you must then select a Clinic ID (see below). The Clinic IDs for Agency 51 are:  1 – Iowa 
City; 3 – Washington County; 6 – Iowa County; 11 – UIHC; 15 – Cedar County; 48 – Migrant 
clinics. You would use this feature as needed if you wanted to narrow your search. If you specify 
Agency 51 and your client does not come up, you can try without a LA ID specified to see if the 
client moved to another agency.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
Results of Advanced Search 
 
See screenshot below for all the info that comes up for the client for search results. To 
access a specific client, click on the blue link under the Family ID or Person ID columns. 
 



 

BFPC CASELOAD 

You will be able to work in this screen. This screen allows you to look up your BFPC 
caseload as well as look up a client to see which BFPC was assigned to her.  

This is how the screen looks when you access it: 

 

 

To search for ALL clients assigned to you: 

1. Click the drop box on LA ID to access clients from our agency (51) 



 

 

2. Enter your name in the Breastfeeding Peer Counselor fields (Last Name and/or First Name) 

 

3. Click on the “Search” button 
 

 
 

4. Result: All clients assigned to you come up: 

 

 
Narrowing Your Caseload Search: 
 
You can specify by participant category (pregnant or breastfeeding clients) and/or by 
WIC status (pending, active, ineligible, disqualified, terminated, or on waiting list).  
 
Click drop box by Category: 
 

 
Click drop box by WIC Status: 



 

If you don’t select something in the drop boxes, you will search for all clients with those 
categories or statuses. Typically, you won’t specify a status since you’ll want to know if 
results show your client is no longer active. 
 
Make sure you enter your name in Breastfeeding Peer Counselor field; otherwise you will 
get info for all peer counselors.  

For example: 
▪ Results when just Breastfeeding Category with no BFPC name (all BF women 

come up): 

 
▪ Results when Breastfeeding Category and BFPC name are entered (only the BF 

women assigned to that PC come up): 
 

 
To search for a specific client: 
 
1. Specify Clinic 51 in LA ID: 

 



 
 

2. Enter Client’s name in the Participant fields (First Name and/or Last Name): 
 

 
 

3. Click on the “Search” button 
 

 
 

4. Client info comes up: 

 
 

To search for agency caseload: 
1. Specify 51 in LA ID 
2. Click on Search 
3. Results: 

 

Information obtained on the BFPC Caseload screen: 
 

• Name of assigned BFPC 
• Family ID (FID) 
• Local agency (LA) clinic 



• Person ID 
• Participant Name 
• Participant Category (pregnant or breastfeeding) 
• Expected due date 
• Next BFPC contact date 
• Phone number 
• WIC status 
• Zip code 

 
 

 

 

For example: 

 
__________________________________________  

FAMILY INTAKE PANEL 
 

 
FAMILY 
 
You will have read-only rights for this screen (screen shot below). Information useful for BFPCs 
on this screen: 

• Participant name 
• Parent/Guardian name 
• Yellow color indicates parent/guardian 



• Salmon color indicates infant/child 
• Gray color indicates ineligible, pending, and terminated 
• Date of birth 
• Participant category (e.g. BF, not BF, partially BF, infant, pregnant, child) 
• WIC status (e.g. active, pending, terminated, ineligible) 
• Certification end date 
• HR – high risk 
• What goal they determined for themselves or child and date this was made (found below 

date of birth) 
• How many months of food benefits (FB Issuance) – (e.g. 3, 2 or 1 month; or none) 
• Mother’s preferred spoken language (several options) 
• Mother’s preferred printout language (only English or Spanish options) 

 
Also, note on this and all screens you will always see any family alerts.  

 

 

Switching between family members: 
 
You access each family member by clicking on the drop box arrow of the Participant field 
toward the top of the screen and then click on the appropriate name of the family member. You 
can do this on multiple Focus screens. 
 

                                                                                                                                   ↓ 



 
 
 
IDENTITY 
 
You will have read-only rights to this screen (screenshot below). Information on this screen 
includes what proof of identification was shown for mother and infant as well as all other 
programs in which the participant is involved. 
 

 
CONTACT/ADDRESS 
You will have read-only rights for this screen (screenshot below). Information useful for BFPCs 
on this screen: 

• Phone numbers (main and alternative) 
• Alternative phone owner 
• E-mail address 
• Address (note physical address on left side; mailing address on right side if 

different) 
• If client is homeless, migrant or refugee (checkbox above physical address) 



 

(close up of Contact information) 
 

 
PARTICIPANT CATEGORY 
 
You will have read-only access to this screen (screenshot below). Information useful to BFPCs 
includes: current participant category, history of participant categories, miscarriage.  

 



 
 

COMMENTS/ALERTS 
 

You will be able to create comments and alerts. Comments do not show up at the bottom of the 
screen; alerts always do. Comments have no expiration date; alerts have an expiration date. You 
will usually create alerts in the record. 
 

1. Click on “New” 

                                                                              ↓ 

 
 

2. Check box “Display as Alert” (see screenshot below). Your name will appear in the Staff 
Member field. The Expiration Date and Comment fields will be red since they are 
required fields (see below). 

 
Also, note in the screenshot below at the bottom of the screen the red circle 
with a white X followed by a directive statement, “Comment is a required 
field.” Focus will always tell you any required fields at the bottom of all 
screens you are able to work in. If you do not complete required fields you 
will not be able to save your work or move to another screen. ALWAYS 
SAVE YOUR WORK. 



 
 

3. Click on the Save icon at the top of the screen.  

       ↓ 

 
 

4. The boxes become gray. 

 

Edit or Delete a Comment or Alert 



This is done by clicking on the appropriate button to the right of “New”.  

                                                                                                                    ↓    ↓

 
Note: These three buttons (New, Edit, and Delete) are available on other screens as well. 

 

____________________________________________________  

ASSESSMENT PANEL 

 

     

 

VISIT SUMMARY 
 

You will have read-only rights for this screen (screenshot below). Information useful for BFPCs 
on this screen:  

• WIC appointment type 
• Age 
• Certification start/stop dates 
• Weight 
• Height or length 
• Hemoglobin 
• Type of food package issued 
• Risks assessed by nurse and dietitian 
• Referrals made by nurse and dietitian 
• Nutrition Education Topics offered to client during appointment 

 



 

 
 
PREGNANCY 
 
You will have read-only rights for this screen (screenshot below). Information useful for BFPCs 
on this screen: 

• Expected delivery date 
• Last menstrual period date 
• Number of weeks gestation 
• Pre-pregnancy weight and BMI 
• Number of expected babies/multigestational 
• Actual delivery date 
• Weight gain for pregnancy 
• Pregnancy terminated with no live birth 
• Number of live infants from pregnancy  

 



 
 
 

BFPC DOCUMENTATION 

You will be able to enter BFPC documentation. Note: YOU ARE ONLY ABLE TO ENTER 
BFPC DOCUMENTATION IN THE MOTHER’S RECORD; you will not be able to enter 
information in this screen in the infant’s record. 
 

 
 

 

 

 

 

 

To enter BFPC documentation: 



1. Make sure you are in mother’s record (look at the name in the Participant field). 
 

                                                                                      ↓ 

 
 

2. Click on “New” 
 

 
                                                                                      ↑ 

3. Required fields of Contact Date, Peer Counselor name, and Type of Contact will be in 
red. Notice that required information also is listed at the bottom of the screen (red dot, 
white X) 

 

4. Contact date will automatically fill in with today’s date. If your contact was a different 
date than today, click on the date field and re-enter the correct date of contact. You can 
also click on the drop box arrow and use the calendar to do this (see example in # 10 



below). Always record the correct contact date. The date you entered data is the Record 
Date (above Contact Date) and this date cannot be changed. 

5. Fill in your name by clicking on the drop box arrow in the Peer Counselor field and click 
on your name. 

6. Fill in Type of Contact by clicking on the drop box arrow in the Type of Contact field 
and click on the appropriate contact. Options include:  
 

• No answer (includes no voicemail set up; disconnected; wrong number – specify in Notes) 
• Clinic visit (you saw them at the WIC clinic) 
• Home visit (we don’t do these) 
• Hospital visit 
• Telephone support (include text – specify in Notes ) 
• Peer support group (include BF class contacts) 
• Mailing (include postal and e-mail – specify in Notes) 
• Other (include meeting in a public place – specify in Notes) 

 

 

 

7. Click on all the topics discussed during this contact. Enter prenatal topics in the left 
column and postpartum topics in the right column. 

 

 

8. Write a short narrative about to further elaborate or clarify your session with the client. 
You need not be excessive, but your documenation should allow you, another BFPC, 
dietitian, or nurse to know what you discussed and be able to continue education/support 
with this client. You should also indicate why you are unable to reach a client if you’ve 
made an attempt. 



 

9. Enter the date you plan to contact the client again by filling in the Next Contact Date 
field. You can do this manually by clicking on the far left side of the field and entering 
the date (MM/DD/YYYY) or click on the drop box and use the calendar to find the date 
(use left/right arrows by the name of the month manuver month). 
 

10. If client has discontinued the BFPC Program, enter the date  in the Date Exited BF PC 
Program (use the same method as entering the Next Contact Date). Record reason for 
discontinuing the program in the Notes section. 

 

 

 

11. Always click on Save when completing this (and any) screen. 

 

 

 

12. You can also view a summary of your BFPC documentation. Click on the “Summary” 
button to the left of Contact Date, Peer Counselor and Type of Contact. 

 



 

 

Below is a screenshot of the BFPC Documentation Summary: 

 

 

 

 

 

 

 

 

NUTRITION INTERVIEW 
 
You will have read-only rights for this screen (screenshot below). It is easiest to view 
“Current Summary”. Information useful for BFPCs on mother’s screen: 

• Breastfeeding support 
o BF complications, success, pumping, attending school/work; support 



• Health/medical 
o Name of doctor; health concerns, medical conditions, pregnancy history, oral 

health concerns 
• Nutrition practices 

o Eating/drinking habits; food preparation concerns, prenatal vitamins BF status 
and when formula/other foods began (infant screen) 

• Lifestyle 
o Smoking history; alcohol history; plans to return to pre-pregnancy weight 

• Social environment 
o Abuse/neglect concerns; stress; family planning 

 
Additional information on infant’s screen: 

• Immunizations  
o Specifically DTaP 

• Oral Health 
o Questions mom has about caring for gums/teeth; oral health conditions 

• Mom’s Participation in WIC 
o Did she receive WIC or would she have qualified 

 
 
 
(Screenshots of the Nutrition Interview screens are below) 
 
 
 
 
 
 

 



 

 

 

 



 

 

 
 



 
 

 

 
 

 



 
 
 

____________________________________________________  

EDUCATION AND CARE PANEL 
 

 

 

REFERRAL – PARTICIPANT 

You will be able to create referrals for your clients and view referrals made by WIC staff and 
other BFPCs. 
 
When you click on the Referrals-Participant branch, all referrals made to the client are displayed 
(see screenshot below). 
 

 
 
To make a referral: 
 

1. Click on the “Add Row” button. 



2. Today’s date will automatically fill in the date field. 
3. Click on the drop box arrow for the “Organization Type” and select the appropriate 

option. 
 

 
 
4. Click on the drop box arrow for the “Organization” field and select the appropriate 

option. (Note: If no options appear, you can leave the field blank). 
5. Click on the Save icon. 

 
 

To document when you follow-up with a client: 
 
Click on the drop box arrow for the “Follow-up” and select the appropriate option. 
 



 
 

To delete a referral: 
 

1. Click on the Date field of the referral you want to remove. 
2. Click on the “Remove Row” button. 

 

 
 
 Obtaining a signature for referral: 
 
You may on occasion wish to get the client to sign for a referral if you believe it is important that 
she follows through with your referral. For example, if your client has symptoms of mastitis and 
you refer to her physician, you may want to get the client’s signature to prove you made this 
referral in case she doesn’t actually go and there are further complications. YOU CAN ONLY 
OBTAIN SIGNAURES IF YOU ARE USING A STATE-ISSUED COMPUTER WITH A 
SIGNATURE PAD. 
 

1. Click on the “Signature” button 
2. Client signs the signature pad with stylus and clicks “OK” on the signature pad. 
3. Click on the drop box arrow and then select the client’s name 
4. Click on drop box arrow and then select proof of client identification (e.g. driver’s license) 

 
 
 
NUTRITION EDUCATION 
 
You will have read-only rights for this screen (screenshot below). It is easiest to view “Current 
Summary”. Information useful for BFPCs on this screen: 
 

• Nutrition education covered 
• Pamphlets provided 
• Number of nutrition education contacts completed during the current certification period 

 



 
 
 
 
CARE PLAN – PARTICIPANT 
 
You will have read-only rights for this screen (screenshot below). Care Plans are created by 
dietitians and nurses. All the information that was entered into text boxes in the Nutrition 
Interview transfer to gray text boxes in the Care Plan. The dietitian and nurse may have added 
additional information in the white space below the gray boxes in the Care Plan.  
 
Remember, you can switch between the mother’s and infant’s Care Plans by clicking on the drop 
box arrow of the Participant field and selecting the appropriate client: 
 

 
 
 
 
You can view past Care Plans by clicking on the drop box arrow of the Record Date field and 
selecting the appropriate date:  
 

 
Information useful for BFPCs on the Care Plan - Participant screen: 
 



• Subjective information 
o This includes things that the client says about herself or that she says about her 

infant 
• Objective information 

o This includes anything measurable, e.g. age, weight, height, length, BMI, 
hemoglobin, BF status 

• Assessment 
o This is the dietitian’s or nurse’s interpretation of the subjective and objective data. 

• Topics discussed 
• Pamphlets provided 
• Goal 

o Every client is required to have at least one goal that they set for themselves. 
There may be up to three goals. (Note: Goals are also copied to the Family screen 
and listed under the client’s date of birth). 

• Counseling/Education provided 
o This section elaborates upon the nutrition topics listed to further describe what 

was discussed with the client and may include the client’s reaction. 
• Plan 

o This section describes plans for future education, support, follow-up, review, or 
ongoing activities. 

    

 



 

 

 

 

 

BF EQUIPMENT 
 



You will have read-only rights for this screen (screenshot below). This screen will inform you if 
a client has a pump issued from our agency. 

 

 

 (Close up of BF Equipment information) 

 

____________________________________________________  

ACTIVITY PANEL 



 

APPOINTMENT HISTORY 
You will have read-only rights for this screen (screenshot below). Information useful for BFPCs on this 
screen: 

• All scheduled appointments (past and future) 
• Date and time of appointments 
• Name of participant who has/had the appointment 
• Participant category of the client who has/had the appointment 
• Appointment type (hover cursor to see appointment type) 

o Certification 
o Nutrition Education 
o Health Update 

• Appointment status 
o Scheduled (future appointment) 
o Seen  
o Cancelled 
o No Show 

• Reason appointment was rescheduled (if applicable) 
 

 

(Screenshots below) 

 



  

(Close up of Appointment History information) 

 

 
TRANSFER FAMILY 
You will have read-only rights for this screen, but there is no useful information for BFPCs. You 
are able to view this screen only because it is connected to the Appointment History screen. 
 
RETRIEVE PARTICIPANT 
You will have read-only rights for this screen, but there is no useful information for BFPCs. You 
are able to view this screen only because it is connected to the Appointment History screen. 
While you can Search for families, the Retrieve button is grayed out for you and doesn’t 
function.  
 

 


