How to Complete
Lost, Stolen, or Damaged Multi-User Electric Breast Pump Report Online Form

1) Click here to access the online form.

2) Onthe drop-down menu, select “Report a lost or stolen breast pump” and then Submit.
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Please select the form you would like to complete from the dropdown menu below.

Would you like to request a breast pump mailing label or v
report a lost/stolen breast pump?

* must provide value
Request a breast pump mailing label

Report a lost or stolen breast pump
Submit

3) Fill out the initial form fields with YOUR WIC staff and clinic information.

4) Atthe bottom of the form, provide the Pump Number and use the Report reason drop-down to
select your reason for submitting the report. You must click inside the Report reason field to display
the drop-down options.

Pump Number | ¢———m

* must provide value

| Report Reason | +——— [<]

* must provide value Pump missing in clinic
Pump damaged/destroyed
Pump not returned by participant

Submit Missing pump returned/found

Report reason list examples:
A. Pump missingin clinic. Select if:
e Pump (no record and not distributed) could not be found in the clinic.
e  Pump listed as on-hand and documentation on issuance/return noted in Cascades. However, pump
could not be found in the clinic.
e Recorded pump was returned by WIC participant but unable to locate the pump.

B. Pump damaged/destroyed. Select if:

Pump was damaged in the clinic.

Pump was destroyed by your clinic due to it no longer working and cannot be fixed.
Pump was damaged/expired and returned to the state WIC office.

Pump was returned by the participant due to malfunction and warranty expired.


https://redcap.doh.wa.gov/surveys/?s=7A7AK48PDN8XKJPC

C. Pump not returned by participant. Select if:
e Pump was not returned due to it being stolen.
e Pump was not returned due to it being lost by the participant.
e Pump was not returned due to lost contact with the participant.

D. Missing pump returned/found. Select if:
e Your clinic found a previously reported missing pump inside your clinic.
e Participant found and returned a previously reported lost/stolen pump.

Note: If your report reason is not listed above, then choose the most similar reason and provide an
explanation.

5) Afteryou select a Report reason, additional fields will appear for you to complete.
Example of a completed Report reason section:

Report Reason Missing pump returned/found =
* must provide value

Missing Pump Returned or Found i

Participant ID:
Family ID:
Date returned or found: Today | D

Explanation:

Expand

Submit

6) After you submit the online form, you will receive a confirmation email and a notification will be
sent to the State WIC office.

Note: For report reasons A and C, please don’t remove the pump from your inventory until State
WIC notifies you. For report reason B only, please remove the pump from your inventory after
submitting this report to State WIC.

7) Keep a copy of the confirmation email for 4 years.
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