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It may be useful to print a copy of the Table of Contents to use as a reference when moving around the electronic 

Cornerstone Reference Manual. 

 

Use the mouse to click on the following blue words:  “2.4 Electronic User Manual”. This will take the user to Chapter 2 

where the instructions on how to use the electronic Cornerstone Reference Manual are provided.   

 

Use the mouse to click on the following blue words:  “2.2 Cornerstone in Windows Operating System Environment”.  This 

will take the user to Chapter 2 where the latest instructions for the Windows workstations are provided.   
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1.2 New Concepts and Terminology 
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 2.2 Cornerstone in Windows Operating System Environment 
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  2.2.2 Shutting Down a Non-EOD/BOD Computer Workstation 

2.2.2.1    Shutting Down a Non-EOD/BOD Computer Workstation Running Windows XP 

2.2.2.2    Shutting Down a Non-EOD/BOD Computer Workstation Running Windows 98 

  2.2.3 Restarting an EOD/BOD Computer Workstation 

  2.2.4 Remote Access Site Instructions 

  2.2.5 Windows Operating System Shortcut Keys 

2.2.6 Steps to Follow after Power Outages or Improper Shut Down of the CPU 

 2.3 Cornerstone Login Screen 

2.3.1 Logging In to Cornerstone 
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2.4 Electronic User Manual 

2.5 Moving Around in Cornerstone 

2.5.1  General Information 
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2.5.2.3 Function Keys 
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2.5.2.6 Numeric Keypad 

2.5.2.7 Mouse 
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2.5.3.2 Screens, Windows, Fields 

2.5.3.3 ID Carry Forward 
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2.5.3.4 Pop-up Boxes 

2.5.3.5 Changing Screens 

2.5.3.6 Fast Path 

2.5.3.7 Security Procedures 

2.6 Standard System Functionality 

2.6.1.1 Participant Standard Processing Block (PSPB)/Participant Browse 

2.6.1.2 Participant Standard Processing Block (PSPB)/Group Browse 

2.6.2 Employee Standard Processing Block (ESPB)/Employee Browse 

2.6.3 Provider Standard Processing Block 

2.6.4 Cornerstone Registration Process 

2.6.5 DHS Update Process 

2.7        Local Area Network (LAN) 

2.7.1 Tape Back-Up 

2.8 Wide Area Network (WAN) 

2.8.1 Description of the WAN 

2.8.2 Accessing the WAN 

 2.9 Standard Cornerstone Server Room Equipment 

2.10 Troubleshooting 

2.10.1 Error Messages 

  2.10.2      Timeout Mode 

  2.10.3      Cornerstone Website 

2.10.4 Cornerstone Call Center® 

2.10.5 Computer Care Tips 

 2.11 Supplies 

 

 

3. Participant Screens 
3.1 Participant Look-up (PA01) 

3.2 Participant Profile (PA02) 

3.3 Participant Event History (PA04) 

3.4 Eligibility 

3.4.1 Program Information (PA15) 

3.4.2 Participant Med/Insurance (PA05) 

3.5 Participant Enrollment (PA03) 

3.6 Medical Screens 

3.6.1 Adult Health Visits (PA08) 
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3.6.2 Initial Prenatal Data (PA07) 

3.6.3 Postpartum Data (PA10) 

3.6.4 Infant/Child Health Visit (PA09) 

3.6.5 Breast Pump (PA29) 

3.6.6 Immunizations (PA12) 

3.6.7 Immunization History (PA13) 

3.6.8 Future Immunizations (PA14) 

3.6.9 Multiple Immunization Entry (PA23) 

3.6.10 Breast and Cervical Cancer Data (PA30) 

3.6.11 Diabetes Screening (PA33) 

  3.6.12 Diabetes Medication (PA36) 

  3.6.13 Diabetic Foot Screening (PA38) 

   and Diabetic Foot Screening Report (HSPR0797) 

3.6.14 Early Intervention Program Data (PA35) 

3.7 Birth Data (PA11) 

3.8 Participant Group Relationships (PA06) 

3.9 Household Members (PA16) 

3.10 System Cross Reference 

3.10.1 System Cross Reference List (PA17) 
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3.11 DCFS Ward Information (PA19) 
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3.13 Participant Duplicate Browse (PA21) 

3.14 Participant Duplicate Resolution (PA22) 

3.15 Family Fee (PA25) 

3.16      TPS Verified Participant Activities (PA55) 

3.17      Early Intervention Tracking Screen (PA34) 

 

4. Service/Activity Screens 

4.1 Service Entry (SV01) 

4.2 Provider Look-up (SV03) 

4.3 Activity Entry (SV02) 

4.4 Staff Time Entry (SV04) 

4.5 Procedure History Inquiry (SV06) 

4.6 Early Intervention Service Authorization Entry (SV07) 

4.7 EI Authorized Service Inquiry (SV08) 
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4.8 Individual Provider Look-up (SV09) 

4.9 Well Child Visit Summary (SV10) 

4.10 Well Child Visit Forecast (SV11) 

 

5. Scheduling and Referral Screens 

5.1 Schedule Appointment (SC02) 

5.2 Group Appointment (SC01) 

5.3 Participant Appointments (SC04) 

5.4 Clinic Appointments (SC05) 

5.5 Staff Appointments (SC06) 

5.6 Class Schedule (SC03) 

5.7 Service Provider Selection (RF01) 

5.8 Participant Referral History (RF03) 

5.9 Provider Referral History (RF02) 

 

6. Case Management Screens 

6.1 Care Plan Summary (CM09) 

6.2 Participant Goals (CM02) 

6.3 Planned Services/Care Plan (CM03) 

6.4 Case Management Assignment History (CM01) 

6.5 Case Notes (CM04) 

6.6 Participant Alert Comments 

 6.6.1 View Alert Comments Summary (CM08)  

 6.6.2 Alert Comments (CM07)  

6.7 Caseload Inquiry (CM05) 

6.8 Participant Forms (CM10) 

 

 

7. Assessment Screens 

7.1 Assessment (AS01) 

7.2 WIC (AS02) 

 

8. WIC Food Instrument Screens 

8.1 Produce Food Instruments (FI01) 

8.2 Food Instruments Inquire (FI02) 

8.3 Void/Re-issue Food Instruments (FI03) 
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8.4 Correct FI Sequence Number (FI05) 

8.5 Food Instrument Rebuild (FI04) 

8.6 Food Instrument Stock Range (FI06) 

8.7 Set FI Stock Range (FI07) 

8.8 WIC Special Formula (FI08) 

8.9 Food Instrument Procedures 

8.9.1 Food Instrument Only (WFIO) 

8.9.2 Missed Food Instrument Pick-up (WMFI) 

8.9.3 Food Instrument Problem Guide (see Appendix F) 

 

9. Administrative Screens 

9.1 Automated EOD/BOD Process (AD00) 

9.2 Beginning of Day Process (AD10) 

9.3 End of Day Process (AD11) 

9.3.1 WIC Auto Termination 

9.3.2 Case Management Category Updates and Auto Termination 

 9.4 File Maintenance 

9.4.1 Portable PC (Laptop) Upload/Download (AD09) 

9.4.2 Re-indexing Screen (AD12) 

9.4.3 Standard System Interface Import (AD20) 

9.4.4 Standard System Interface Export (AD21) 

9.5 Clinic Table Maintenance 
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9.5.2 Schedule Closed Dates (AD19) 

9.5.3 Clinic Administrative Data (AD14) 

9.5.4 Provider Maintenance (AD01) 

9.5.5 Provider Services Offered (AD02) 
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9.6 Employee 

9.6.1 Employee Information (AD15) 

9.6.2 Screen Security (AD16) 

9.6.3 Reset Password (AD25) 

9.6.4 Reset Login Flag (AD26) 

9.6.5 Color Options (AD27) 

9.6.6 Caseload Reassignment (AD17) 

9.7 Expenses 
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9.7.1 Employee Expenses (AD22) 

9.7.2 Agency Operating Expenses (AD23) 

9.8 Biologics (Vaccines) 

9.8.1 Biologics Inventory (AD05) 

9.8.2 Inquire on Biologic Lot Number (AD06) 

9.9 Generate Medicaid Billing Form (AD18) 

9.10 Lock/Unlock Participant FI Issuance (AD24) 

 

10. Report Screens 

10.1 On-Request Report Selection (RP01)  

10.2 Reports Selection (Scheduling) - (RP05)  

10.3 Reports Selection (Mailing) - (RP02)  

10.4  Follow-up Reporting (AD13) 

 

11. Reports 

11.1 WIC 

11.1.1 WIC Participation by Priority and Category (HSPR0107) 

11.1.2 WIC Education Summary (HSPR0108) 

11.1.3 Food Instrument Log (HSPR0113) 

11.1.4 Participant Master Record - WIC (HSPR0114) 

11.1.5 WIC – Special Formula (HPSR0116) 

11.1.6      WIC Breastfeeding Initiation Report (HSPR0117)  
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11.1.8      WIC Breastfeeding Follow Up Report (HSPR0119) 
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11.2.3 Participant Event History (HSPR0203) 
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11.2.7 Assessment History (HSPR0207) 
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11.3.2 Needed Immunizations by Recommended Date (HSPR0302) 

11.3.3 Summary of Immunizations for Monthly Accountability (HSPR0304) 
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11.3.4 Two Year Old Immunization Coverage Levels (HSPR0305) 

11.3.5 Biologic Inventory Report (HSPR0306) 

11.3.6 Immunization Mailing Labels by Recommended Date (HSPR0308) 

11.3.7 Provider Immunization Activity (HSPR0309) 

11.3.8 Clinic Immunization Activity (HSPR0310) 

11.4 Administrative 

11.4.1 Upload Control Totals (HSPR0401) 
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11.4.11 Clinic Names & Addresses (HSPR0417) 
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11.6.1 Ineligibility Mailing Register by Program (HSPR0601) 

11.6.2      Participant Schedule by Service Mailing Register (HSPR0602)  

11.6.3      Missed Food Instrument Pick-up Mailing Register (HSPR0603) 
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11.7.3 Participant Referral (HSPR0704) 
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11.7.5 Participants Who Have Delivered in the Current Month (HSPR0706) 

11.7.6 List of Infants Who Will Turn 1 Year Old this Month (HSPR0707) 
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11.8.6 No Participant Contact Within Maximum Time Limit (HSPR0741)  

11.8.7 Upcoming Scheduled Appointments Within the Next Five Working Days (HSPR0742) 

11.8.8 Upcoming Terminations (HSPR0743) 

11.9 BCCP 
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12.2 Income Verification (WIC only) 

12.3 Re-certification (WIC only) – Please refer to Chapter 14 

12.4 In-State Transfers 

12.5 Out-of-State Transfers (WIC only) 

 12.6 Other Actions 

12.6.1 Eligibility (WIC only) 
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14.2.2 Change EDC Date 

14.2.3 Postpartum – Breastfeeding to Not Breastfeeding (WB2N/WCN) 

14.2.4 Infant – Certify Infant Preliminary (WCIP) 

14.2.5 Infant – Follow-up Visit Infant Preliminary (WKIP) 
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14.4 Other WIC Services 

14.4.1 Follow-up Visits - Women (WKP, WKB, WKN) and Infant/Child (WKI, WKC) 

14.4.2 Update Information 

14.4.2.1 Update Infant Information (WUII) 

14.4.2.2 Update Postpartum Information (WUIN) 

14.4.3 Nutrition Education (Individual and Group) 

14.4.4 Food Instrument Issuance (see Chapter 8) 

 

15. Breast and Cervical Cancer Program (BCCP) 
 15.1 Breast and Cervical Cancer Program Screen Flow for Participant (A) 

 

16. Healthy Families Illinois (HFI) 
16.1 Healthy Families Illinois Screen Flow for Adult Participant (HFIP, HFI1, HFI2, HFI3, HF14, HFSS,G) 

16.2 Healthy Families Illinois Screen Flow for Infant or Child Participant (I, C) 

16.3 Healthy Families Illinois Screen Flow for Participant Case Closure 

 

17. Illinois Diabetes Prevention and Control Program (IDCP) 
 17.1 Illinois Diabetes Prevention and Control Program Screen Flow for Participant (IDCP) 

 

18. Early Intervention (EI) 
 18.1 General Information 

 18.2 Early Intervention Screen Flow  

  18.2.1 Early Intervention (EI) Screen Flow - Referral Activities  

  18.2.2 Early Intervention (EI) Screen Flow - Intake 

  18.2.3 Early Intervention (EI) Screen Flow - Evaluation  
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  18.2.5 Early Intervention (EI) Screen Flow - IFSP Development  

  18.2.6 Early Intervention (EI) Screen Flow - 6 Month Update/12 Month Annual Review  

  18.2.7 Early Intervention (EI) Screen Flow - Re-Referral  

  18.2.8 Early Intervention (EI) Screen Flow - Case Closure 

 

19. Teen Parent Services (TPS) 
 19.1 Teen Parent Services Overview 

 19.2  Participant Program Enrollment 

 19.3 Assessment and Service Plan Development 

19.4 Case Activation/On-Going Verification of TPS Activities 
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19.5 Case Documentation 

19.6 Case Closure 

   

20.   WISEWOMAN Program (WW) 
 20.1 WISEWOMAN Overview 

20.2  WISEWOMAN Program Screen Flow 

20.2.1 WISEWOMAN Program Screen Flow - Baseline Screening Visit 

20.2.2 WISEWOMAN Program Screen Flow - Screening Results Visit 

20.2.3      WISEWOMAN Program Screen Flow – Randomization Entry 

20.2.4 WISEWOMAN Program Screen Flow - Intervention Visit 

20.2.5 WISEWOMAN Program Screen Flow - Post Intervention, 12 Month and 24 Month Screening  

Visit 

20.2.6  WISEWOMAN Program Screen Flow - Post Intervention, 12 Month, and 24 Month Screening 

Results Visit 
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A.         Cornerstone Screen Flow Diagrams 

A.1  Cornerstone Breast and Cervical Cancer Program (BCCP) Screen Flows (BCCP1) 

 A.2  Cornerstone Family Case Management Screen Flows 

 A.3  Cornerstone Early Intervention Screen Flows 

 A.4  Cornerstone Immunization Only Screen Flows 

 A.5  Cornerstone Healthy Families Illinois (HFI) Screen Flows 

 A.6  Cornerstone Healthy Start Case Management Screen Flows 

 A.7  Cornerstone Diabetes Program Screen Flow 
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 A.9 Cornerstone Teen Parent Services (TPS) Screen Flows 
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B.         Code Listings 

B.1        Procedure Code Table 

             B.2        EI HIPAA Procedure Code Table 
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C.         System Code Table 
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