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Online NE/BF Plan Procedure 

Initial Creation of Password 

0.0.1 Setting a password for the first time 
 

 
 
 
 

0.0.2 Already registered username 
 

 
 

0.0.3 Email sent to the user 
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0.0.4 Password creation email 
 

 
 
 

0.0.5 Setting the password 
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0.0.6 Account set  
 

 

0.1 Log In 
 
Go to https://webds.dshs.state.tx.us/nebf 
 
 

 
 
 

0.1.1 Regular Local Agency Staff:  
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0.1.2 Regular Local Agency Staff:  
In case password is more than 50 days old, user starts to get notifications for 10 days 
that password is about to expire. 

 

0.2 WIC Director’s Homepage 
 

 

 
0.2.1 WIC Staff Administration 
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0.2.2 New Account 
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0.2 NE/BF/TR Plan Homepage 
 

 
 
WIC staff would receive notification after login in case password is more than 50 days 
old for 10 days until he renews it.  
 

 
 

 
 
 
Click the Nutrition Education button to begin the Nutrition Education portion of the 
NE/BF/TR Plan. 
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1. Nutrition Education Section 
 
The Nutrition Education section menu has a button for each form needed to complete 
the Nutrition Education section of the NE/BF Plan.  
 
Your work is saved as you complete each NE/BF Plan form. If you cannot complete a 
form, just submit it to save your progress, then log off. You can return later and pick up 
where you left off. 
 
The forms do not have to be completed in order, but we’ll go in order for the sake of this 
presentation. Click the Local Agency Nutrition Education Coordinator button.  
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1.1 Nutrition Education Coordinator Form 
 
Clicking the Local Agency Nutrition Education Coordinator button opens the Nutrition 
Education Coordinator form. Complete the form and click Submit. 
 

 
 
Submitting the Nutrition Education Coordinator form reopens the Nutrition Education 
section menu; the Local Agency Nutrition Education Coordinator button is now marked 
complete. 
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1.2 WIC Certification Specialist (WCS) Program Form 
 
Click the WIC Certification Specialist (WCS) Program button. 
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Complete the WIC Certification Specialist form and click Submit. 
 

 
 
Submitting the WIC Certification Specialist form reopens the Nutrition Education 
section menu; the WIC Certification Specialist (WCS) Program button is now marked 
complete.   
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1.3 WIC PFA Study Coordinator Form 
 
Click the PFA Study Coordinator button. 
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Complete the PFA Study Coordinator form and click Submit. 
 

 
 
Submitting the PFA Study Coordinator form reopens the Nutrition Education section 
menu; the PFA Study Coordinator button is now marked complete.  
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1.4 Disaster Planning Form 
 
Click the Disaster Planning button. 
 

 
 
Complete the Disaster Planning form and click Submit. 
 

 
 
Submitting the Disaster Planning form reopens the Nutrition Education section menu; 
the Disaster Planning button is now marked complete. 
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1.5 Gathering Resources Form 
 
Click the Gathering Resources button. 
 

 
 
Click the Resources page button (highlighted below). This button opens the DSHS 
Resources page in a new browser window.  NOTE: If you have a popup-blocker 
running in your browser, you will need to disable it for this button to work 
correctly. 
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The DSHS Resources page opens in a new browser window. Once you are done 
gathering your resources from this page, you can close this window. 
 

 
 
After closing the DSHS Resources browser window, you should see the Gathering 
Resources form open in the original browser window. Click on the Back to Main Menu 
button to return to the Nutrition Education section menu. The Gathering Resources 
button is now marked complete. 
 

 
 
NOTE: If you accidentally close your browser completely, re-open your browser and go 
to http://www.texaswic.info/nebf, then Log in with your Local Agency Number. 
Remember, your progress is saved as you submit your forms, so you will not lose the 
work you have done on your NE/BF Plan; you can just pick up where you left off. 

Version 3.0 / Revision Date 05/20/2009 

http://www.texaswic.info/nebf


1.6 Setting Goals and Objectives Form 
 
Click the Setting Goals and Objectives button. 
 

 
 
The Setting Goals and Objectives form will only accept exactly three goals. The form will 
reappear again and again until exactly three goals are selected. If you select more than 
three goals, an alert box will appear asking you to “Please pick only 3.” 
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Complete the Setting Goals and Objectives form and click Submit.  
 

 
 
Submitting the Setting Goals and Objectives form reopens the Nutrition Education 
section menu; the Setting Goals and Objectives button is now marked complete.  
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1.7 Client-Centered Nutrition Education Form  
 
Click the Client-Centered Nutrition Education button. 
 

 
 
Complete the Client-Centered Nutrition Education form (continues on the next page). 
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Client-Centered Nutrition Education form, continued 
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Depending upon the responses selected in the Client-Centered Nutrition Education 
form, there may be more questions. Finish the Client-Centered Nutrition Education 
form and click Submit. 
 

 
 
Submitting the Client-Centered Nutrition Education form reopens the Nutrition 
Education section menu; the Client-Centered Nutrition Education button is now marked 
complete. 
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1.8 Class Schedule  
 
Click the Class Schedule button. 
 

 
 
The Class Schedule initially has no class records listed. Click the Add a Class button 
(highlighted below). 
 

 
 
The Add a Class page lists approved WIC classes, sorted alphabetically by Class Code. 
For example, “Healthy Kids Need Healthy Moms” has Class Code BB-054-01. 
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For this example, we’ll click “BB-054-01: Healthy Kids Need Healthy Moms” to add it to 
the Class Schedule. 
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After clicking the class title, a more detailed description of the class appears in a box at 
the top of the Add a Class form. If you do not want to add this class to the schedule, you 
can return to the class list by clicking the “Back to the Class List” button at the top of the 
page. 
 
To add the class to the schedule, complete the Add a Class form and click the Add this 
Class to the Schedule button. 
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Submitting the Add a Class form returns you to the Class Schedule page. The added 
class now appears in the list, along with the schedule information you supplied. 
 

 
 
If the schedule information is not correct, you may edit it. Click the Edit button in the 
class description box (highlighted below). 
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The Edit button opens the Edit Class form. Each time changes are made, the time/date 
stamp for the class is updated. The time/date stamp is displayed at the bottom of the 
class description box for each class on the Class Schedule page. 
 

 
 
In this example, we changed the Ending Month from February to March and clicked 
“Edit this Class” to make the change.  
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This brings us back to the Class Schedule page, where the updated ending month (“Class 
dates: January through March”) is now reflected in the class description box. 
 

 
 
Now suppose we want to cancel the class. We click the Cancel button (highlighted 
below). 
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Clicking the Cancel button brings us to the CONFIRM – Cancel Class page. Here, we 
have the option to either confirm the class cancellation or return to the Class Schedule 
page. 
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We choose to cancel the class and click the CANCEL THIS CLASS button (highlighted 
below). 
 

 
 
This returns us to the Class Schedule, where we no longer have any classes scheduled. 
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Now, suppose we want to add a new class that does not appear in the list of 200+ WIC 
approved classes – a new class that our Local Agency has put together. We click on the 
Enter a New/Uncoded Class button. 
 

 
 
This opens the Add a New/Uncoded Class form. We complete the form and click 
Submit. (form continues on the next page) 
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Add a New/Uncoded Class form, continued 
 

  
 
Submitting the Add a New/Uncoded Class form returns us to the Class Schedule page, 
where the new class appears in the Class Schedule list.  
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Now we add another class from the list of approved WIC classes, “CF-000-21: Healthy 
Drinks for Healthy Kids”. This is a core class (taught year-round), so we don’t have to 
specify starting or ending months. It is also taught at all clinics, so we don’t have to list 
any clinics in the text box at the bottom. We click “Add this Class to the Schedule”. 
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Now we’re back at the Class Schedule list, and the new class appears in the list. 
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The Class Schedule is different than the other forms in the Nutrition Education section 
because it does NOT mark its menu button complete until you say it is complete. To do 
this, click the “Mark this Section Complete” button. 
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Clicking the “Mark this Section Complete” button in the Class Schedule form returns us 
to the Nutrition Education section menu. Of course, the Class Schedule button is now 
marked complete.  But suppose we change our mind and decide the Class Schedule is 
not complete yet?  
 
Click the Class Schedule button to return to the Class Schedule form. 
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Now we’re back at the Class Schedule form. We want to mark the section incomplete, so 
we click the “Mark this Section Incomplete” button.  
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Now we are back at the Nutrition Education section menu. The Class Schedule button is 
now marked “Action Required” and highlighted in yellow. 
 
We want to add a class to the schedule, so we click the Class Schedule button.  
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Now we proceed to add another class, “GW-000-06: Your New WIC Lone Star Smart 
Card.” We click the Add a Class button… 
 

 
 
… click the class title in the list of WIC approved classes…  
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… then we complete the Add a Class form and click Submit. 
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Submitting the Add a Class form brings us back to the Class Schedule page. The new 
class (“GW-000-06: Your New WIC Lone Star Smart Card”) now appears in the list.  
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Now, suppose we want to create a special Class Schedule Report. We click on the “Create 
a Class Schedule Report” button, and that opens the Class Schedule Reports form. 
Instructions on the page explain how to order the list of classes you want to display in 
your report (see below). Click the View Class Schedule button to view the report in the 
browser or click Print Class Schedule to send the report to your printer. 
 

 
 
We’re done, so we click the “Mark this Section Complete” button (highlighted below). 
 

 
 
The Class Schedule button is now marked complete. 
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1.9 Evaluation of the Nutrition Education Plan Form 
 
Click on the Evaluation of the Nutrition Education Plan button. 
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This brings us to the NE Plan Evaluation form. Complete the form and click Submit. 
 

 
 
Submitting the NE Plan Evaluation form completes the Nutrition Education section of 
the NE/BF Plan. The Nutrition Education button is now marked complete. 
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2. Breastfeeding Promotion Plan Section 
 
At the NE/BF Plan homepage, click the Breastfeeding button. 
 

 
 

2.1 Breastfeeding Coordinator 
 
This opens the Breastfeeding Promotion section menu page. We’ll work through each 
form in order. Click the Local Agency Breastfeeding Coordinators button. 
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This opens the Local Agency Breastfeeding Coordinators form.  
 

 
 

 
 
The form continues on the next page.
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The form has room to enter information for two Breastfeeding Coordinators in case the 
position is shared by two people or if there is an interim Breastfeeding Coordinator. 
Complete the form and click Submit. 
 
Submitting the form completes the Local Agency Breastfeeding Coordinators form and 
returns us to the Breastfeeding Promotion section menu page. The Local Agency 
Breastfeeding Coordinator button is now marked complete. 
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2.2 Gathering Resources 
 
Click the Gathering Resources button. 
 

 
 
Click the Resources page button (highlighted below). This button opens the DSHS 
Resources page in a new browser window.  NOTE: If you have a popup-blocker 
running in your browser, you will need to disable it for this button to work 
correctly. 
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The DSHS Resources page opens in a new browser window. Once you are done 
gathering your resources from this page, you can close this window. 
 

 
 
After closing the DSHS Resources browser window, you should see the Gathering 
Resources form open in the original browser window. Click on the Back to Main Menu 
button to return to the Nutrition Education section menu. The Gathering Resources 
button is now marked complete. 
 

 
 
NOTE: If you accidentally close your browser completely, re-open your browser and go 
to http://www.texaswic.info/nebf, then Log in with your Local Agency Number. 
Remember, your progress is saved as you submit your forms, so you will not lose the 
work you have done on your NE/BF Plan; you can just pick up where you left off. 
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2.3 Description of Local Agency Breastfeeding Promotion and Support 
 
Click the Description of Local Agency Breastfeeding Promotion and Support button. 
 

 
 
The Local Agency Breastfeeding Promotion and Support form is interactive and has 
several “branches”: the answers you provide determine which pages of the form you see.  
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Complete the first page and click Submit. 
 

 
 
This brings us to the second page. Select either Yes or No and click Submit.  
 

 
 

• Submitting “Yes” open a form used to build a list of the IBCLCs on your staff. 
• Submitting “No” will bypass skip past the IBCLC list forms. 

 
To show how to add IBCLCs to the list, we’ll select “Yes” and click Submit.  
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Before continuing to the IBCLC list, we’re asked whether the IBCLC is the Breastfeeding 
Coordinator. Answer “Yes” or “No” and click Submit. 
 

 
 
This opens the IBCLC list. Initially there are no IBCLCs in the list. To add an IBCLC 
entry, click the Enter a New IBCLC button. 
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The Enter New IBCLC form opens. Complete the form and click Submit. 
 

 
 
Submitting the Enter New IBCLC form brings you back to the IBCLC list page. The new 
IBCLC entry now appears in the list. 
 

 
 
We’ve added another IBCLC to the list, JoAnn Sample. Now there are two IBCLCs listed, 
but we want to delete Karen Sample’s listing. Click the Delete link next to Karen 
Sample’s listing. 
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Clicking the Delete link opens the CONFIRM: Delete IBCLC form. We can either 
confirm and delete the IBCLC listing or return to the IBCLC list. We choose to delete the 
entry and click the DELETE this IBCLC button. 
 

 
 
Now only JoAnn Sample appears in the IBCLC list. We’re done in the IBCLC section, so 
we click the Next Section button to continue. 
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If we did not have any IBCLCs on staff, we would go to this form instead. Complete the 
form and click Submit. 
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This brings us to the next form page. Complete the form and click Submit. 
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Other forms follow. Depending upon the answers you provide, different questions will 
be presented. 
 

 
 
If you answered “No” to the preceding question, you would be asked “Why was Lactation 
Services Funding not requested?” If you answered “Yes”, you would be asked how the 
funding was utilized.  
 
Continue to answer and submit the forms until you reach the end of the Description of 
FY2008 Local Agency Breastfeeding Promotion and Support form (below). 
 

 
 
When you click “Return to the Main Menu”, the Description of Local Agency 
Breastfeeding Promotion and Support button is marked complete. 
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2.4 Description of Community Support of Breastfeeding Form 
 
Click the Description of Community Support of Breastfeeding button. 
 

 
 
This opens the Community Support of Breastfeeding form. Complete the form and click 
Submit. 
 

 
 
The list of Birthing Hospitals/Facilities appears next. Initially there are no entries in the 
list. Click the Enter a New Birthing Hospital/Facility button. 
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The Enter New Birthing Hospital/Facility form opens. Complete the form and click 
Submit. 
 

 
 
Submitting the form returns you to the Birthing Hospitals/Facilities list. The new 
facility now appears in the list. We’ve already added several others to the list (below). 
When you have finished entering facilities, click the Next Section button to continue. 
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Click the Next Section button to open the next form.   
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3. Training Plan Section 
 
At the NE/BF/TR Plan homepage, click the Training Plan button. 
 

 
 
This opens the Training Plan section menu page. We’ll work through each form in order. 
Click the Local Agency Training Coordinators button. 
 

 
 
 
 

3.1 Training Coordinator 
 
This opens the Local Agency Training Coordinator’s form.  
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The form has room to enter information for two Training Coordinators in case the 
position is shared by two people or if there is an interim Training Coordinator. Complete 
the form and click Submit. 
 
Submitting the form completes the Local Agency Training Coordinators form and 
returns us to the Training Plan section menu page. The Local Agency Training 
Coordinator button is now marked complete. 
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3.2 Training Summary 
This is where Local Agencies are allowed to enter a training summary for the past fiscal 
year. The table contains of Dates, Staff present by title, Topic and format. They are 
allowed to enter as much number of dates as they want under each month when clicking 
on the Add Training Button while will add another empty row under that month.  
Users are only allowed to enter dates only through using the popup window by clicking 
on the calendar image, hereby they enter dates by selecting them.  
 
 

 

Version 3.0 / Revision Date 05/20/2009 



 
Upon saving the summary, the users go back to the Training Plan main menu where 
they can find that the Training Summary subsection is marked either as In Progress or 
Complete. The Complete is done when at least one training for each month is filled and 
they have checked the box which says “If you are finished please check here to mark this 
section complete”.  Otherwise, the subsection is marked as “In Progress”.  
 

 
 
Now they can choose to enter in their Training Plan for the following fiscal year. 

3.3 Training Plan 
 
This is where Local Agencies are allowed to enter a Training plan for the following fiscal 
year. The table contains of Dates. They are allowed to enter as much number of dates as 
they want under each month when clicking on the Add Training Button while will add 
another empty row under that month.  
Users are only allowed to enter dates only through using the popup window by clicking 
on the calendar image; hereby they enter dates by selecting them.  
Upon saving and coming back to the training plan, users only see the unique dates 
which they have entered.  
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Upon saving the Plan, the users go back to the Training Plan main menu where they can 
find that the Training Plan subsection is marked either as In Progress or Complete. The 
Complete is done when at least one training for each month is filled and they have 
checked the box which says “If you are finished please check here to mark this section 
complete”.  Otherwise, the subsection is marked as “In Progress”.  
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3.4 Training Survey 
 
This is where Local Agencies are allowed to share their survey regarding training. 
 
 

 
 
 
Upon saving the survey, the users go back to the Training Plan main menu where they 
can find that the Training Survey subsection is marked as complete.  
And since all the subsections are complete, they find Submit completed plan button 
which would allow them to submit they their done sections. This will notify the liaisons 
that the particular agency has submitted its plan.   
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Local agency users are able to view their past years archived date or even go into next 
year plan to start editing it upon its activation on the system effective anytime in April.  
Local Agencies can click to choose another fiscal year on the main menu.  
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Upon choosing any of the archived years, these of the pages will change and users will be 
notified that they are in another fiscal year on viewing.  
 

 
 
Users would be able to view any of the sections, however past years are archived and 
hence aren’t editable but just viewable by local agencies. 
 

 
 
Users can go to the next to the current year to plan their future year as mentioned upon 
its activation on April.  
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Upon choose the future year, users will be able to see the coming year in another 
different theme.  
 

 
 
Users can edit future years and in case users wanted to use the multiple tabs at the same 
time in the same browser, the system will enforce the users to be in the same fiscal year 
depending on which one was viewed later.  Basically the same application is accessed in 
different color so as to show the future year.  
 

 

Version 3.0 / Revision Date 05/20/2009 
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