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About WebHX

Minute Menu WebHX is aweb application designed to alow child care providersto record their
food program dam information on-line, quickly and easily. It worksjust like aweb site. Child
care providers will visit aweb ste, type alogin name and password, and then begin using

WebHX.

Before You Begin

To use Minute Menu WebHX, you must use Internet Explorer version 6.0 or greater. Every
Microsoft Windows computer has Internet Explorer ingaled, but you may or may not have
verson 6.0+. If you dready know that you have Internet Explorer version 6.0, you may skip
this section and proceed directly to Accessing WebHX below.

If you use AOL, Internet Explorer isyour browser. If you use a Apple Macintosh, you may aso

use Internet Explorer, but you may haveto inddl it.

Checking Your Version

To check the verson of Internet Explorer, do the following:

1) Open Internet Explorer. This can typicaly be done by clicking the “e” icon usualy

found on your desktop. é

2) Go tothe menu Help >> About Internet Explorer
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3) Open that About Internet Explorer window.
Check the verson number in the middle of the
screen. If theversonisat least 6.0, then you're
ready! Skip to the section on Accessing
WebHX below.

If the verson isnot 6.0 or greeter, then you

need to Upgradeto Internet Explorer
Version 6.0.
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Upgrading to Internet Explorer Verson 6.0

Windows, Internet Explorer, and severa other Microsoft products have been designed so that

you can update them with patches and other fixes from Microsoft asthey are rleased. To get

these latest patches and updates, open Internet Explorer and vist the web Ste:
www.windowsupdate.com

Jugt type that in your Address bar in Internet Explorer, and you' I begin.

Follow the ingtructions presented on screen to get dl the latest updates, including the latest

verson of Internet Explorer, and the latest Service Packs and critical patches for the verson of

Windows you have ingdled.

This process may take some time, so be prepared. But it will result in making dl the software on
your computer operate with fewer problems — and it will alow you to use WebHX.

Accessing WebH X

To use Minute Menu WebHX, you must have a 9-digit login name given to you by your sponsor,
and you must have a password. If you don’t have that yet, please ask the appropriate sponsor
representative for it.

Tologin:

1) Make sure you're logged into the Internet. If you did-up usng amodem, be sureto did
up. If you have DSL or a cable modem, you' re dways on the Internet, so you can skip this step.

2) Open Internet Explorer. This can typically be done by clicking the “e” icon usudly
found on your desktop. é
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3) In the Address bar at the top
of your screen, type thisweb
address. www.minutemenu.com
and dick [GQO] or [OK]. Thiswill
take you to the Minute Menu web
dte.

4) Click onthe“Current

Providers” link that you see on the About Introduding..
left hand Side of the page. ' X
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5) Thiswill take you to the Login

secure login page for Minute Menu
WebHX. If your browser presents
you with amessage indicating that the
pageis secure, you can just hit [OK]

Flease make sure you have cookies enabled in your browser

to continue. Otherwise, you'll be Login: N
prompted to supply your login name Password: [N
and password.

that were gIVG’] to you by your If you don't know your login name or

6) Type the L ogin and Passwor d

Sponsor Remember: b ords are password, please contact your Sponsor.
case senditive, so if your password
wasin lower case, make sure you don’t have Caps Lock enabled on your keyboard. Also, be
aware that if you got your password viaemail, that frequently the lower case“L” and the number
“1" look virtudly identicd: | 1

7) Press[Submit] after you' ve typed your login name and password. If everything is
correct, the system will log you into WebHX and you'll be reedy to record your claim
information (skip to Using WebHX below).
= If your login name and/or password isinvdid, you'll get amessage indicating that.
See Login Problems— Invalid Login Name or Password below.
= If your browser doesn’t alow cookies, pressng submit will appear to do nothing. See
Login Problems — Please make sure you have cookies enabled below.
= If you have athird party pop-up blocker ingtaled, then when you press Submit, your
Internet Explorer browser windows will close immediately. See Login Problems —
Internet Explorer closes below for details.

Login Problems - Invaid Login Name or Password

If you get a message indicating that your login name and/or password isinvdid, try it again a

few times. Be sure to check the case of any lettersin your password, and check to make sure any
“L”sor one saretyped properly. If thisgtill does't fix your problem, you may not have
gopropriate privacy settings in your browser to dlow the use of cookies.  Try the solution
described in the section immediately below. I that doesn’'t solve your problem, you should
contact your sponsor to confirm they’ ve given you the right password, and that they’ ve
transferred your provider information to the Minute Menu WebHX servers.

Login Problems - Please make sure you have cookies enabled

Some Internet users may have security settings in their browser that will prevent them from
using Minute Menu WebHX properly. WebHX uses “cookies’ to keep track of you while you
remain logged into the WebHX system. Y ou can disable or highly redtrict the use of cookiesin
your browser — and if you do so, you may not be ableto login. Specificaly, when you click
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[Submit], the page will submit, but then will smply re-load asif nothing has happened, with the
same message. “Please make sure you have cookies enabled in your browser” above the login
prompt.

If thisis the case when you try to login to WebHX, you can solve the problem as follows:

1) In the menu at the top of your screen, choose Tools >> I nternet Options

2) Thiswill open awindow with a series of tabs across the screen, one of which islabeled
“Privecy”. Click on the Privacy tab.

3) In the bottom half of that window, you'll see an [Edit] button. Click [Edit].

4) On this page, you will be able to supply the Address of Web Site. Type
minutemenu.com in the white box and click the [Allow] button. Once you click the
[Allow] button, you'll see “minutemenu.com” gppear in the larger Managed Web sites
box on the bottom of that window.

5) Click the [OK] button on the bottom of the screen to close that window.

6) Click [Apply] then click [OK] to save these changes.

7) Close Internet Explorer.

8) Y ou should be ableto login now. Begin again a Step 1 of the Accessing WebHX

indructions above.

Login Problems - Internet Explorer closes

If you attempt to login to WebHX and your Internet Explorer browser window just closes as
soon as you hit the [Submit] button, this usualy means that you have a pop-up window blocker
ingaled on your computer.

People who surf the Internet agreat ded are very aware of pop-up windows. They are annoying,
and seemingly everywhere. Asaresult, many Internet Service Providers (1SPs) like AOL

provide free pop-up blockers. Y ou can also download and ingtall pop-up blockers from steslike
www.google.com.

WebHX uses pop-up windows to help you navigate different areas of functiondity within the
dgte. So, you must allow pop-ups while usng WebHX. Most pop-up blockers dlow you to
configure the blocker in such away that you will dlow aparticular Ste to use pop-up windows.
Unfortunately, it is outsde the scope of this user’s guide to provide ingtructions on every pop-up
blocker that you could ingdl. But if you are unable to login to WebHX because thisis
occurring, you must do one of the following:
= Configure the pop-up blocker to alow pop-upswhile you are usng the Minute Menu
WebHX web ste. This could mean that you must enable it while actively on the Minute
Menu Current Provider’s Login screen; or it could mean that you must type the web ste
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information in directly. If the latter isthe case, be sure to alow al pop-upsfor:
https./Amww.minutemenu.com ( note the s on https)
= Disable the pop-up blocker entirely
We recommend you contact the company who sold you the computer originaly for support on
how to configure or disable any pop-up blocker that may beingtdled onit.

Additionaly, many pop-up blockers alow you to use the <CTRL> key on your keyboard to
temporarily disable the pop-up blocking feature. So, you should try logging into WebHX at least
once when you type your Login and Password, and then hold down the <CTRL> key on your
keyboard while you use your mouse to dick the [Submit] button. Thiswill frequently bypass the
pop-up blocker when calling the main menu, so you can at least login. Usethe <CTRL> key
each time you click on any item within WebHX aswdl. But this solution is only temporary;

you should still atempt to disable the pop-up blocker to use WebHX.
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Using WebH X

Once you' ve logged into WebHX, you' Il see the WebHX main menu.

Your Firs Login: Check your Clam Month

At the top of the WebHX main menu, you may notice that your Current Claim Month isnoted in
the blue Windows bar across the very top of your screen:

a WebHX - Michael Morath (11709999 ) - Current Claim Month: September 2003 - Mict ysoft Internet Explorer

ETT Daily Activities ChITNGY tlenu Planning Claimg Reparts Misc  Help

WebHX tracks your Current Claim Month, which may or may not be the current calendar month.
Note: The Current Clam Month is the only month in which you'll be dlowed to enter
information when attempting to Record Medls.

Thefirg time you log into WebHX, you will probably need to change this claim month to bring
it to the current month. To do this, you will use the Change Claim Month function:

1. Usethe menu bar to go to Clams>> Change Clam
Month Claims  Reports  Misc  Help

Exarnine Meals
Submit Claim to Sponsar

2. Inthewindow that POPS up, use the left [<] or rlght [>] Change Claim Month
arrows to bring the system to the correct month.

3. Once you ve come to the proper month, click the [Save] button. When the window
closes, you'll notice the Current Claim Month across the top of your main menu will be
updated.

Occadondly the Current Claim Month may change, even though you did not changeit. If for
any reason you natice that the month isincorrect any time you log into WebHX, you can smply
repeat these three steps to set the Current Claim Month back to the proper month.

Please note: you will NOT use this Change Claim Month function to advance your month &t the
end of each month. Instead, at the end of each month, you will use the Submit Claim to Sponsor
function, to ensure that your Sponsor gets dl of your dlaim information. That function aso
advances your Current Claim Month. See Submit Claim to Sponsor below for more information.
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Recording Meals and Attendance

Y ou are required to enroll children viaWebHX, and to record med & attendance information on
adaly basis. In some cases, you will aso be required to record the in and out times of your
children each day.

(You only need to use the Record Attendance function if your
Sponsor tellsyou to do so. Thisis used to record in/out times
for your children each day. In some cases, it may not be
visbletoyou a dl. Recording in/out times viathe Record
Attendance function is not covered in this users guide.)

Click Record M eals to record med & attendance info.

Onceyou click Record Medls, you'll be presented with the Record Meds page. Usethis page to
record food & atendance. Each time you use this page, you'll need to do the following:

1. Choose the appropriate date.

2. Choose the appropriate meal that you' re recording. Once you choose the medl, you should
see dl of your nortinfant children appear on-screen. (If you need to add some children to
thisligt, you will need to use the Enroll Child function — see below).
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3. Choosethe number of Med Servings. If you split your med into two shifts/servings (ie, a
group of children are served, then some leave, and anew group of children comein to be

sarved), then choose “2” for the Num of Medl Servings.

4. Supply amed time (and if appropriate, 22" serving med time).

5. Click the check mark next to each child’s namein the Attend 1 column to indicate that they
child attended the first serving. (If you have a second serving, do the same for Attend 2.)

6. Choose the foods served, or use a pre-defined med template if any exis.

7. Click [Save].
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8. Didyou serve any Infants? If so, then you'll need to record your Infant information is well.
Click on the“Infants’ bubble on the top of the screen to switch to the Infants view. You
should aready be on the proper med and date. Likewise, your med time should dready be
entered into the system.

:] Eecord Meals - Microsalft Internet Explorer
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9.  Click on the gppropriate check mark in the Attend 1 (or Attend 2) column to indicate that
particular infant was served food at that meal. When you do this, the entire child’ s row
will highlight in blue, and food choices will gppear to theright. Mark the food for thet
specific infant.

10. Repest step 10 as appropriate for each infant that attended the meal (be sure to mark
foods for each individud infant).

11. Click [Save]

When you're finished, click [Closg].

Thisisal you need to do to record your mea — you're done until your next med serving.

If your computer is not handy while you serve med's, you may want to print the Dally Med
Worksheet (from the menu Reports >> Claims >> Daily M eal Wor ksheet). You could then
write down the medls on that worksheet, and enter it into WebHX at the end of the day.

Enralling Children

When anew child comesto your care, you must enroll thet child in WebHX. From the Main
Menu, dick on the “Enrall Child” button. Thiswill bring up the Enroll Child Wizard.
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Enter dl of that child’ sinformation on each screen, dlicking on the [Next] button when you' ve
finished on a particular screen. When you're finished, you'll be prompted to [Findize
Enrallment] which aso prints afindized Child Enrollment Report. Be sureto print that Child
Enrollment Report, have the parent sign the form, and mail that into your Sponsor. If you don’t
mail the sgned Child Enroliment Report to your Sponsor, you will not recelve reimbursement
for any of that child’s meds, and your claim payment could be delayed.

Y ou can re-print the Child Enrollment Report any time you like from the menu Report >> Child

Enrollment Report.

Prior to enrolling a child, you may aso want to print a Blank Enrollment Report to have the
Parent fill it out. Thisway, the parent can fill this out a hisher leisure, and you can enter the
information into WebHX from this report at your leisure. You'll fill need to have the parent
sgn the printed Child Enrollment Report that comes out & the end of the Enroll Child Wizard.
But this may make it eesier for you to enter thisinformation into WebHX. To print this report,
go to the menu Reports >> Children >> Blank Enrollment Report.

Submit Claim to Sponsor

At the end of each month, you must submit your WebHX claim to your Sponsor. Y ou will only
do this once per month, because it will lock al of your existing med information and advance
your current claim month so you can’t make any more changes to that month’s data.

When you are finished with your monthly med & attendance information, click “Submit Clam”
from the Main Menu. Thiswill bring up the Submit Claim to Sponsor screen:

1) Click the[Print Claim Report] to get
areport of every med you' ve recorded.
Thisisimportant to keep for your
records, but unless otherwise instructed,
you don't need to send thisinto your
Sponsor. Take note of the number of
dayswith meds. If you think you
should have more than that, you' [l want
to review this print-out in detail before
you proceed.

; Submit Claim To Sponsor - Microsoft Internet | j;.ﬂ

Submit Claim to Sponsor

Current Claim Month: January 2004
Number of Days With Meals: 20

Submitted To Sponsor: Mot Yet Submitted

Print Claim Repaort l Subrnit Claim | Close l

2) Onceyou've printed the report, click the [Submit Claim] button. Thiswill submit your cdlaim
and advance you to the next month. In this case, you would then be able to record mealsin

February.

Other Functions

There are avariety of other featuresin WebHX, and you can expect to see features added over
time. Fed freeto try them out, and use any you find necessary. But the above functions are dl
that are required to ensure that you receive your Food Program payments.
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