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Documenting Outreach in I-WIC 

This guidance is intended to assist WIC staff with Program Coordinator role in the I-WIC Admin 

Module in creating an annual outreach plan and completing outreach activity logs per IL WIC 

PM AD 8. Step-by-step instructions for completing these tasks in I-WIC can also be found by 

clicking on the Help icon (question mark) in the top right corner of the corresponding I-WIC 

screen. The overall concepts outlined in this guidance should also be used to document 

outreach on paper.  

1. Add Community Resources: 

a. Enter information about each of your local agency’s community partners, 

resource/referral organizations, etc. as a Community Resource in the Admin 

Module of I-WIC on the Resource Management screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Create your annual Outreach Plan in the Admin Module of I-WIC by adding a Goal and 

Objectives on the Outreach/NSP Management screen. Use the following guidance when 

creating your annual Outreach Plan: 

a. Goal: “Increase caseload from [previous FY Caseload Achieved %] to [Caseload 

Goal %] by [end of current FY].” 

i. If your LA achieved caseload is >90%, you may enter a different goal. 

The goal should be measurable and broad.  
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b. Objectives should be specific, but broad enough to allow a variety of activities to 

be documented on the Activity Log (see Step 3) for each objective. Objectives 

must identify General and Enhanced outreach, and activities logged should be 

relevant to the objective. Required objectives include outreach to General, 

Enhanced-Pregnant, and Enhanced-Migrant (if applicable) populations per IL 

WIC PM AD 8. 

c. Evaluation method for each objective should be measurable.  

d. An example is shown below for Early Head Start/Head Start outreach objectives. 

(Note: EHS/HS outreach may include Enhanced-Pregnant and Enhanced-

Migrant populations depending on the local program(s) available and their 

populations served.)  

 

                                                                

Note: Frontline staff document “How Heard About WIC” on the Precertification screen in the 

Clinic module of I-WIC at the time of WIC application/enrollment, as shown below. The Clinic 

Report NUT 6.5 - Participant Referral Report can be used to determine the number of 

households referred to WIC by each Community Resource category. 

        

3. As outreach activities are completed throughout the fiscal year, they should be 

documented on the Activity Log of the corresponding objective. 
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a. Click on the objective row in the grid that corresponds to the outreach activity you 

want to log. 

b. Click on the green Activity Log button in the bottom right corner of the I-WIC 

screen; the Activity Log pop-up will appear. 

c. Click the blue Add button on the Activity Log pop-up. 

d. In the Activity Code column, choose an item from the dropdown list that 

corresponds to the type of outreach activity completed.  

e. In the Where Referral column, choose the Community Resource from the 

dropdown list that was engaged in the outreach activity. 

f. The remaining columns – Planned Activity Date, Actual Activity Date, Who 

Provided, and Post Activity Notes – are optional, but highly encouraged to be 

completed. The Post Activity Notes field is a good place to report measurable 

outcomes from the outreach activity, such as number of brochures provided, or 

number of potential applicants engaged with. 

 

g. Save and Close the Activity Log pop-up, or add additional activities as needed. 

h. Repeat for additional objectives in the grid as needed. 

 


