HCCW Frequently Asked Questions

What if I forget my user name or password for the database?


Call the HCCW State Coordinator at 360-236-3530 (or email at Teresa.Cooper@doh.wa.gov). You will be sent a temporary password. Write this down or copy it and paste on the log-in page. It will be good one time only, and you will immediately be asked to create a new password. 

How can I tell if I’ve entered my data correctly?


On the Activities Start Page (where you start to enter an activity), you will see “My Activities” and, if you scroll down, “All Other County Activities”. If you don’t see your recently entered activities on this page, they have not been entered or saved correctly. To get a little more detail about an activity, click on “report” in the right-hand column for each activity. For problems, call the HCCW coordinator, above. 


One of the most common problems in entering data is not starting from the correct page. Be sure you are always starting from http://www3.doh.wa.gov/hccwdc/loginform.asp. Bookmark this. 

If you get timed out of the database or your computer before saving an activity, no part of it will be saved. 
How can I add a new child care to my drop-down list?

Start with the “Admin” tab at the top of the database. Choose “Organizations” on the lowermost gray line. Scroll to the bottom of the page until you see a box that says “Add new org”. Fill out the required fields and be sure to save the information. You cannot delete persons or organizations at this time. 
How do I post something to the listserv?


Ask the state HCCW coordinator to add you to the listserv. Once you receive your “invitation”, you can reply to messages or post your own. If you hit “reply” to a listserv email, you are sending that reply to the whole list. If you want to reply to just one person, you will have to use that person’s email address. 


To post, make sure you are using the correct address, the one given to you in the initial email. When you send a new message to the listserv, or reply to one, you are not done after you hit “send”. In a minute or two, you will get an email asking you to confirm that you sent the email. Follow the simple instructions on that email. A minute or two later (or sometimes longer) you will receive confirmation that your message went out. You usually do not receive an email containing your own message. 


At the bottom of each listserv message, there is a message about “how to unsubscribe”. If you go to the address listed in these instructions, you will be able to get more information about the listserv, and see the archive. 


The listserv is for child care health consultants to communicate with each other, mainly regarding clinical resources for their work. Please be courteous, keep messages brief and to the point, and do not post any confidential information about children or facilities. If you are experiencing a problem that most likely does not pertain to other people (such as forgetting a password), please contact the HCCW coordinator. 
How can I get more training on the database?

Call the HCCW Coordinator, at 360-236-3530, to set up individual or group trainings. 
