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Cascades Steps

Transfer Participants Out of the Cascades System/Out of State

Use this guide when you transfer individual or multiple participants out of state.
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Step 1. Go to Family Search.

1. Inthe menu bar, select Family
Services, then Family Search.

Home ['Fawnilyt Sewices] Scheduling

New Family
[ Family Search W
Certification N

Step 2. Search for the family you
want to transfer out of your clinic.

1. Leave your Clinic as the Search
Location.

2. Leave Family check-marked in
Search Type.

3. Add a few letters or more to
the Last Name and First Name
fields.

4. Uncheck Active Only box.
5. Select Search.

6. In Search Results, double-click
anywhere on the family’s line
to open the family record.

leearch Criteria

Search Location Search Type| [ ]
© state-Wide (A Family
Participant
@ Local Agency D =
) (] caretaker
Clinic
® J Proxy

[L05C04 - CHI Francisci| ¥ |

Family ID Last Name [ | First Name [ | M.L

L ) lSalad ) lTO

(] online Applicant Only (A Active Only

There’s no need to choose an
individual participant now.

J | J

You'll be able to choose individual
participants to transfer at a later

— ; point.
[ Search Results
Family ID Last Name | First Name | M.I. | Date of Birth
L,. F00100000256 SALAD TOMATO \ 3/2/1992
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Step 3. Go to Transfer 9 Out of Home | Family Services | Scheduling Operations Finance Administration
State. New Family P —
Family Search “‘I (A] ":)'
. Certificati , 00296 & /i
The system will move you to the sl (Y
Family Demographics screen Income Screening Calculator 501 TOMATO
’ Care Plan »
Issue Benefits » |1 []Foster Family
1. Inthe menu bar, go to Family Breastfeeding Support »
Services, then Transfer, then (Transfer » | Between Agency or Clinic
Out of State. Journal of Transactions Between Families
Family Services Analysis [Out of State \ ]
Clinic Family Workflow Dashboard Into State N ‘
Step 4. Select family members you | | o, of state transfer
want to transfer. ~ Family Information
] ) ] :;orqggologzgs ?&d;:fzo sow  [fIndividuals
1. Confirm information on the OLYMPLA, WA, 98501 | wic category | Name
transfer screen with the family. i | L8 Pregrant TOMATO PLAD
Parent/Guardian @ chid SEAWEED SALAD
TOMATO SALAD
2. In the Individuals container,
check-mark the boxes next to
. L. L. ~ Applicant/Participant Information
the individual participants you Family ID Participant ID Name
F00100000296 WAD010000474 TOMATO SALAD
want to tranSfer out Of the /ert/iﬁl:ation Start Date Ce/rti?cation End Date
. 14/2019 11/18/2019
Cascades SyStem' What happenS |f you press ncome Documentation Date Food Instrument Last Date to Spend
“ "o /23/2019 11/13/2019
Tra I‘ISfer : pata Element§ for Anthropometric Measurements
3. DON'’T PRESS THE TRANSFER | EQ“"FS 18
) ] . ight: 140 Ibs
BUTTON! | Ifyou select the Transfer button, it
| terminates the participant(s) and their
r food benefits.  Clinic Information
4. Instead, press the Print VOC
button. Print VOC [ Print VOC J Cancel
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Step 5. Add optional comments or
instructions to VOC.

1. Inthe pop-up Print Out of
State Transfer Documents
screen, add optional comments
or instructions.

2. Select the Print button.

3. Printthe VOC and sign it.

Note: Measurements and
HGB/HCT information aren’t
included when printing the
VOC. To include this
information, staff need to add
it into the comments before
printing.

4. On the Out of State Transfer
screen, select the Cancel
button.

e Don’t press Transfer!

5. Onthe pop-up Save Changes?
screen, select No, because you
don’t want the Cascades
system to transfer the
participants.

"

Print Out of State Transfer Documents

O =

( Printable Documents

Total Items: 1 ()

Print | Document Title |

Comments/Instructions

A | Out of State Transfer Document |

Family already received FNMP checks. |

@ @ 2 r®OO m-K TIRLa

Qut of State Transfer Information

7
Save Changes?

Do you want to SAVE your changes before navigating to the new page?
“* Select YES to allow saving of current data.
{ Select NO to discard your changes and continue.

¥ e

(oo ) (s )
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Optional Step: Add a Family Alert.

o A family alert can help you
manage caseload.

e This way you don’t call
participants who have
transferred out.

1. In Quick Links, select Family
Alerts (in the Certification
section).

Select the Add button.

3. Add the certification end date
as the alert’s end date.

Certification Summary
Issue EBT Card

Family Alerts \
Motes

Scanned Documents

=
Maintain Alerts Q

Free-Form or State Defined State Defined Alerts
© Free-Form

©) state Defined

Alert Type Status 7

@) Family Alert AcHoa :

© Individual Alert

Alert Title 7 Start Date End Date

| Seaweed and Tomato transferred out of state | [B,f23;'2019 [ ]] [11,’18;’2019 [ J]
FERRMMIFPRAMIPEPAMMSFEIAMOPEPIAMIPEAMMILIIMIIIEIAIOIEPIIIMRAIAMIIAIAAL
Alert Text

Seaweed and Tomato transferred out of state.

i Save J [ Cancel
4. Once your note is complete, L X,
select Save. N\
e Leave the participant(s) record(s) as Active.
o Let the system expire the certification.
e At this time, you don’t have to track participants who need to be terminated.
This institution is an equal opportunity provider.
Washington WIC doesn’t discriminate.
To request this document in another format, call 1-800-841-1410. UJ-(C‘
%,ﬁ'ézl”“i’_ o Deaf or hard of hearing customers, please call 711 (Washington Relay) or email WIC@doh.wa.gov. !
DOH 961-1171 December 2022
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