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Important!  Slow down and make sure you know what food instruments are for future benefits. The directions on this flowchart are for voiding and 
re-issuing future benefits ONLY. If current benefits also need to be replaced, don’t make changes to food Rx. Instead see Cascade Step: Replace 
Current Benefits or you can lose participant benefits. 
For policy, please see Cascades Policy and Procedure Manual Volume 1, Chapter 22 Issue WIC Food Benefits and Chapter 23 WIC Foods.  

Steps   Cascades Screen 

Review Benefits 
 

• Select Food Instrument List. 

• Select Search. Note that the 
Search Criteria can be 
modified if needed. 

• Note the status of the 
benefits: 

o The status of the 
benefits with a Last 
Day to Spend of 5/27 
is “Redeemed.” 

o The status of the 
benefits with a Last 
Day to Spend of 
6/27/25 and 7/27/25 
is “Issued.” 

• Select Print Shopping List. 

o Compare current and 
future benefits to 
verify that current 
benefits have been 
redeemed. 

o Some CVB, whole 
grain, and cereal 
benefits have been 
redeemed. 

 
  

Current benefits 

Future benefits 

https://www.doh.wa.gov/Portals/1/Documents/Pubs/961-1171-CascadesStepsReplaceCurrentBenefits.pdf
https://www.doh.wa.gov/Portals/1/Documents/Pubs/961-1171-CascadesStepsReplaceCurrentBenefits.pdf
https://www.doh.wa.gov/Portals/1/Documents/Pubs/960-367-Volume1Chapter22.pdf
https://www.doh.wa.gov/Portals/1/Documents/Pubs/960-367-Volume1Chapter23.pdf
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Steps   Cascades Screen 

1. Voiding Future Benefits: 
 

• Return to the Food 
Instrument List. 

 

• Select Search. 
 

• Look at First Date to Spend.  
o In this example, May 

and June represent 
our future benefits. 

o These benefit have 
not been redeemed, 
so you can void and 
reissue these benefits. 

o Do NOT void the 
current benefits (with 
a first day to spend of 
4/28/25). 

 

• Check the box next to each 
set of benefits you need to 
void. 

 

• Select Void Selected.  
 

• Confirm Action will appear: 
o Select Reason. 

 
o Select Void. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 

Reasons for Voiding 
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Steps   Cascades Screen 

2. Confirm Benefits Voided: 
 

• Select Issue Food 
Instruments. 

 

• In the Family Issuance 
Members container: 
o The word FULL means the 

full amount of benefits 
are available for issuance. 

 
In this example: If we see the 
word Full in the container for 
May and June, we know the 
benefits voided successfully.  
 
If not, it would still say Issued. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Food Prescription (Rx): 
 

• Select Prescribe Food. 
 

• Make sure the correct 
participant icon is selected in 
the family carousel. If not, 
select the correct icon. 

 
In this example, we need to 
change John’s food Rx. 

 
 
 
 
 
 
 
 
 
 
 

Note: The Participant icon will show a 
gray looking box around it if selected. 
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Steps   Cascades Screen 

 

• Select the most current Rx 

date that will affect the 
months you are replacing. 

• In this example we want to 
issue May and June benefits. 

 
 

 
 
 
 
 
 
 

 
 

 
 
 

 

2. Revise Food Rx: 
 
In this example, John needs soy 
in place of whole milk. 

 

• Under Add Item to Food 
Prescription:  
o Category = Milk – Fat 

Reduced. 
o Subcategory = Soy-based 

beverage. 
o Enter Quantity. 
o Select Add Item. 

• Subtract the quantity of Soy-
based beverage added to the 
Rx from the Milk – Whole All 
WIC row in the current Rx. 

 

 
 

 
 
 

Note: Only start a new Rx if you can’t edit the 
most current Rx.  
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Steps   Cascades Screen 

• Review Milk Substitution 
Calculator: 
o You want Milk 

Remaining to = 0  
 

In this example it = 0, so we 
are good to go. 

 

• Select Save. 
 
 
 

 
 
 
 
 

 
 
 
Milk Scenarios: 

• Children 1 year of age  
o Select Milk - Whole All WIC for whole milk types (cow, goat, powder, condensed).  
o For soy, you will need to select Reduced Fat - Soy Beverage.  
o Other low-fat options allowed w/ MDF (see Chapter 24 Medical Documentation). 

 

• Children 2-5 and adults - Select Milk or Soy (1% & Nonfat) All WIC. Participants will have 
flexibility to choose milk types (soy, low fat goat/cow, lactose free) at the store. 
 

• MDF - Don’t add any MDF unless prompted by Cascades. 
 
 

 
 
 
 
 
 
 
 

https://doh.wa.gov/sites/default/files/2022-06/960-367-Volume1Chapter24.pdf
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Steps   Cascades Screen 

3. Stop and Review Benefits:  
 

• You will be sent to the Issue 
Food Instrument screen. 

 

• Slow down and verify the 

following:  
o Review dates; 
 

o Review foods listed. 
 

• If the # of months is not 
correct:   
o Go to Issuance 

Frequency at the top of 
the page;  

 

o Select the       pencil icon 
to change it. 

 

• If foods are not correct:  
o Go back to Prescribe 

Foods screen and edit 
the Rx. 

 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Verify foods 
in each 

month are 
correct. 

Verify months listed are correct. 
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Steps   Cascades Screen 

4. Reissue Benefits: 
 
Once everything on the Issue 
Food Instrument screen is 
correct: 
 

• Select Issue at the bottom of 
the screen. 

 

 

5. Participant Signature: 
 

• Have the participant sign for 
benefits. 

 
 

• Select Save. 
 
Note: If benefits are being issued 
remotely select staff name, sign 
staff name and include RBI. 
 

 
 

6. Food Instrument List: 
 

• The system will take you to 
the Food Instrument List. 

 

• Status Message will appear. 
 

• Select Search.  

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Sign in Box 

JANE SMITH (Parent/Guardian 1) 

Stbstern (Staff) 
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This  

 

Steps   Cascades Screen 

 

• You will see the following: 

o May and June benefits 
Voided. 

 

o May and June benefits 
Issued (on 4/30/25). 

 
 
 
 
 
 
 
 
 

 

7. Review Shopping List: 
 

• Select Print Shopping List. 

• Confirm that all changes to 

the future benefit period 
reflect the changes made to 
the prescription.  

o In this case, look at 
the benefit periods, 
5/28/25-6/27/25 and 
6/28/25-7/27/25. 

• Check to make sure that soy-
based beverage has been 
added, and whole milk has 
been removed. 

 
 
 
 

 
 
 
 
 
 

5/28/2025 thru 6/27/2025 
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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. 

 
 

 

DOH 961-1171 May 2025 

 
 

mailto:wic@doh.wa.gov

