1C

Cascades Steps
Printing Participant Mailing Labels

—_ M
CASCADES

WASHINGTON WIC

Mailing labels can be printed from the Family Search screen and Notification screen in Cascades. Follow the instructions below to
print multiple and individual mailing labels.

Steps

Cascades Screen

Printing labels through Family
Search:

Step 1 Locate Family Search
Screen
e Select Family Services.
e Select Family Search.

pd

Home [ Family Ser\rices(Scheduling

Vend

=]

Mew Family

[ Family Search -

Certification

Income Screening Calculator

Family Services Analysis

Clinic Family Workflow Dashboard
Repaorting

Delayed Signatures for Fl Issuance
Delayed Signatures for FMFI Issuance

i
i

T"—Cﬁlm:lcannn 7 L [z] Active Onty
Search Criberia /. a
Step 2 Search for family T |~ B s i ey |
e Enter the search O \ e b
criteria. == Z
o Click Search. Note: The search criteria can be for:
e Individual participants
e  Multiple participants
e  Active participants Search
e Inactive participants
Search for multiple participants by entering the first initial of the last
name or by entering “%” in the Last Name criteria. Search for inactive
participants by unchecking the Active Only box. This will display
active and inactive participants.
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Steps

Cascades Screen

Step 3 Print/Export Labels

e Select the Print/Export
Labels button located
on the bottom right of
the screen.

e The Print/Export
Labels screen will now
list the name(s) and
address(es) of the
participants in the
Search Results.

*Search Criteria

[7)

‘Search Location Search Tvpe [ Family ID
£ State-wide o Famiy

&) Loca Agency
@ dnc

|L19CD1 - and CPri-e| =)

Search Results

wastwame [ Frsthame (1 ML Telephone Mumber  pate of Birth || EBT Card Number
a

] onne
o — ] Ol Appicant Only [ Actie Only

Famiy 10| Last Mame | Firs eamme | w1, | Date of sien |
7 ACER BETH 131979

» Selected Row Details

Prnt/ Export Labels | | Create New Famiby |

Cancel

| pratjexport 1anets| [|create new ramay| | cancel
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Steps

Cascades Screen

Step 4 Print the Labels

e Select the Print Label
Type based on the
labels your printer is
using.

e Select the position of
the labels.

e Select Print.

e A PDF document will
download onto your

computer then appear.

The labels can be
printed from this
document.

Note: This PDF contains
Personal Identified
Information (PIl) and must be
deleted from your computer
after printing.

Print/Export Labels (2]
A check mark next to the Name indicates the name exceeds the size of the mailing label and will be shortened to accommodate printing.
|_Details Totalltems: 53
| Name | Street Address | city | state | ip code
| TERESA ANDERS 500 NE 311ST AVE  VANCOUVER WA 98682
BETH ACER 200W 18THAVE  KENNEWICK WA 99338
EDITH AMI 320 N 18TH AVE PASCO WA 99301
CANDY AZUL 311 N. 25TH AVE. PASCOD WA 99301
ELLIOT ADAMS 823 8THSTREET  CLARKSTON WA 99403
|
Print Label Type
v [z
5163 - Shipping Labels #* Down -
5160 - Address Labek |
8160 - Address Labels
s[zev - Return Labels Bport = e
Print Label Type
5163 - Shipping Labeks =

Begin printing at MNext Label Across - Next Label Down |

Ivl
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Steps

Cascades Screen

Printing labels through the
Notification Screen.

Home Family Services Scheduling Vendor | Operations
~ga State Family Workflow Dashboard

Search Dual Participation

Step 1 Locate Notification Q Waintain Customer Service Issues
Screen [ Notiications W |
e Select Operations. 0 Maintain Tasks
e Selection Notifications.
Step 2 Complete Search — /' >
| rcl riteria
Criteria Communication Method [/ i (4] I/ Family [] Clear criteria |
. . [A mail :;pn«:intmem Date o Family ID I
e Select Communication k;m,m l T T e
Method. e i :a ‘ ‘
e Select Appointment ; — N J
[*Search Results Re-Schedued S o
Date range. o Rt Found o Serch Cter (Schedubd

e Select the
Appointment Status.
e Select Search.
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Steps Cascades Screen
Step 3 Print the Mailing [v Appointment Communications - Search Results
[ I T T I I
Labels
»Search (2)
4 Select the tment Communications | Search Results Total 5 £
H JEvalfVext| Prot] ehone)  Fandy 1D . | Parcat / Guecden Hame e | Appointment Type: | Appointment Date | Appo status | Atachments —[
Appointment x @ FUOTHADAS M FeofSenitbwance 01203 Mesed |
. . x ] e 3
Communications type. | | % o e R £ [ T T |
. . x @A TERESA 5. ANDERS Text. Food Beneft Issuance  07/11/2023 Missed
e Under Printing X 2 omim Tt FoofBedtimece G Mewd
Mailing Labels? Select
Yes.
e Select Complete
Communications.
Sent-By (E-mai) Print Maiing Labels?
System Defauk | = Yes [ Cmelatn Dowmwicationn) (eteacst
Sent-By (E-mail) Print Mailing Labels? = ) |
r 1 r 1 Complete Communications
| System Default = | Yes " = ' 1.
N\ \
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Steps Cascades Screen
Step 4 Print the Labels print/Export Labels NDEa
e (Cascades will direct A check mark next to the Name indicates the name exceeds the size of the mailing label and will be shortened to accommodate printing.

. | Details Totalltems: 5 )
you to print each | | Hame Street Address city | state | zip code
communication e F—— ——
individually. Then the NOTAZL.  SLLNZSTHAE  PASCO WA sm
Print/EXpOft Labels ELUIOT ADAMS 823 8TH STREET CLARKSTON WA 99403
screen will appear.

o Select the Print Label
Type based on the
labels your printer is
USing' Print Label Type _
e Select the position of S [2)
5163 - Shipping Labels Down
the labels. 5160 - Address Labeks F
. 8160 - Address Labeks !
e Select Print. 5267 - Retum Labels oot | [ prmt e
e A PDF document will
appear and you can
zrlnt la bels from this Print Label Type
ocument. :
5163 - Shipping Labels =
Note: This PDF contains Begin printing at o LA '
Personal Identified A 2 B P 3
Information (PIl) and must be
deleted from your computer
after printing. ik
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This institution is an equal opportunity provider.
Washington WIC doesn’t discriminate.

To request this document in another format, call 1-800-841-1410.
Deaf or hard of hearing customers, please call 711 (Washington Relay)
or email wic@doh.wa.gov.
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