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LEARNING OBJECTIVES

1. Examine transfer policies
2. Prescreen a potential transfer client record
3. Identify correct records to use for a transfer
4. Recall why staff do not use the Transfer-In (TI) wizard until 

the person is physically at the clinic
5. Identify the correct client record in the TI wizard and the 

“Similar Client Record(s) Found” in pop-up message
6. Locate specific information in areas of Transfer Data tab
7. Practice transferring in-state and out-of-state clients
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Section 1

Section 1

Introduction and Policies
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Transfer Options

Washington WIC clients may transfer to:

o WIC clinics within WA State
o WIC clinics in other states and the five U.S. Territories 

(Puerto Rico, Guam, American Samoa, U.S. Virgin 
Islands, Northern Mariana Islands)

o A “WIC Overseas” program on a military base

Did you know?
WIC provides services to over 40,000 

clients on U.S. military bases throughout 
Europe, Latin America, and the Western 

Pacific. 



Washington State Department of Health | 5

Transfer Cards

o Transfer cards are also known as VOC cards. 
VOC stands for Verification of Certification cards.

o Best  practice:
Issue Transfer Cards to all clients who notify you of 
their plans to receive services at a different 
location, whether the location is in WA or out of 
state. 

Transfer Cards in other states 
look different. Some states 
issue handwritten cards, 
while others print them. 
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WA State Transfer Cards

Washington WIC Transfer Cards include all federally 
required transfer documentation items.
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Notification Requirements

Basic Contact Requirement: Inform clients about the right to 
receive a Transfer Card.

o At the Initial Certification
o During subsequent certifications
o When clients indicate they may be moving

Display the “WIC Moving 
Poster” to remind clients 
they can transfer their 
WIC services if they move. 

Order posters at www.prt.wa.gov
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Documentation Requirements

At the time of transfer clients must provide:
o Proof of residency
o Proof of ID
o Transfer Card
o Any missing proofs not provided to the previous clinic

If a Washington WIC client did not receive 
a Transfer card from their previous WA 
WIC clinic, you can use transfer data in 

Client Services instead of a Transfer Card. 
The client must still provide proof of 

residency, ID, and any missing proofs.   
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Transfer Card Requirements

Federally required information on Transfer Cards:
o Client name
o Certification start date
o Certification end date
o Date income eligibility was determined
o Date of the last check issuance
o Client risk factors at the date of certification
o Signature of staff who provided transfer card
o Name of agency that provided the transfer card
o Client ID number
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WIC Overseas Requirements

WIC Overseas participants have different requirements.
They only have to provide:

o Client name
o Eligibility start date
o Eligibility end date 
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Section 2

Prescreen Wizard 
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Starting the Prescreening Process

Most clients will call when they need to schedule an 
appointment to transfer into your clinic.

When a client calls:
1. Use the Prescreen wizard to collect information on the 

Demographics tab.
2. Schedule a Transfer-In (TI) appointment.
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Prescreen Wizard

Choose the 
appropriate 
type of 
client. 
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Prescreen Wizard

Client Services automatically searches for Washington 
WIC client transfer data by looking at:

o First name (first initial)
o Last name (first initial)
o Date of birth
o Gender of client

The client’s eligibility may have ended 
at the previous clinic or the client may 
have used a different name. Always 
double-check your entries if your 
search results come up empty.
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Prescreen Wizard: Income Tab

If your client 
calls you on 
the phone, 
do not 
complete 
the Income 
Tab yet.
The client 
must be 
present in 
person for 
income 
information.
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Prescreen Wizard: Demographics Tab

Complete the Demographics Tab. 

After you 
finish the 
Prescreen 
Wizard, the 
Transfer 
Data tab will 
appear on 
your 
desktop. 
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Section 3

Transfer-In Wizard
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Transfer-In Wizard: Find

Open the wizard, and identify the “type” of client you are 
transferring. 

New Client/New Group: Use if client does 
not have a record and is not being added 
to an existing group. 

New Client/Existing Group: Use if new client 
belongs to an existing group. 

Existing Client: Use if client already has a 
record in the system. 
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Transfer-In Wizard: Find

Identify the 
client’s correct 
categories. 
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In-State versus Out-of-State Transfer

In-State and Out-of-State transfers use the 
same Transfer-In wizard. 

In-State:
All fields except 

prescription 
information auto-

populate

Out-of-State:
Clinic staff has to 
manually enter all 

fields
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Transfer-In Wizard: Income

o Don’t reassess 
income, unless 
the person 
reports a 
change.

o Document  
proof of ID and 
residency.

o Edit income 
information as 
necessary.  

The following numbers automatically fill in.
o Number in Household: 1
o Source and Proof of Income: Other
o Income amount: $0
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Transfer-In Wizard: Demographics

o Verify or 
update any 
new 
demographics 
information.
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Transfer-In Wizard: R/E

o Always have 
the client self-
report race and 
ethnicity 
information.
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Transfer-In Wizard: TI

o TI stands for 
Transfer In.

o This tab also 
includes 
feeding 
method and 
breastfeeding 
fields for 
actively 
breastfeeding 
clients.  
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Transfer-In Wizard: Measures

o Make sure to 
change the 
date to match 
the date the 
measurement 
was taken. 

o Add a new line, 
highlight today’s 
date and enter 
the 
measurement 
date before 
entering the 
measurement. 
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Transfer-In Wizard: Assess Risk

o Client Services 
automatically 
adds the risk 
“Out-of-State 
Transfer” for 
Out-of-Risk 
Transfers. 
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Transfer-In Wizard: Referrals

o Document 
referral 
information 
that you 
discuss with 
your transfer 
client. 
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Transfer-In Wizard: Basic Contact

o Document 
required Basic 
Contacts at 
the time of 
transferring in. 
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Transfer-In Wizard: Notes

o Enter transfer 
related notes 
or skip this 
tab. 
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Transfer-In Wizard: Finish

o You can 
change the 
location the 
system takes 
you after you 
finish the 
Transfer-In 
process. 

If no location is chosen, you will automatically be 
taken to the Flowsheet. 



Washington State Department of Health | 31

Section 4

Similar Client Record(s) 
Found
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Similar Client Record(s) Found Screen

When a client has an existing record in CIMS, the screen below 
titled “Similar Client Record(s) Found” appear. 

Confirm 
that the 
client in 
front of 
you 
matches 
the 
record. 

One 
client  



Washington State Department of Health | 33

Similar Client Record(s) Found Screen

If more than one similar record is found, carefully read 
the detailed information for each client name. 

Two 
clients  

Details 
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Similar Client Record(s) Found Screen

Decide if the client in front of you is a match to either 
record. 

o Select No, if 
none of the 
records match 
for the client.

o If one of the 
records match, 
select the 
correct record 
and press the 
Yes button. 

When you select Yes, the Transfer Data tab appears. 
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Similar Client Record(s) Found: Confusions

Question: My client says she was on WIC in a different WIC clinic. 
Why can’t I see a Similar Client Record(s) Found message? 

Answer: There could be a few reasons.
1. You may need to edit the information entered because of a 

typing error or because a different name was used at the 
previous clinic. Try your search again or ask if your client has 
other names she uses.

2. The client’s eligibility may have ended at the previous clinic or 
her record has “expired”. In both of these situations the client 
is not eligible to transfer and you will not be able to find a 
record for your client. 
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Similar Client Record(s) Found: Confusions

Question: Is the record I found really a match?

Answer: Review the details of the Similar Client Record(s) Found 
message with your client. Ask the following questions:

1. “Do you have a Transfer Card or anything from your last clinic 
that includes your client ID number?”

Items like WIC 
checks, 
Certification 
History reports, 
and 
Appointment 
folders include 
the client’s ID 
number. 
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Similar Client Record(s) Found: Confusions

Question: Is the record I found really a match?

Answer: Review the details of the Similar Client Record(s) Found 
message with your client. Ask the following questions:

2. “At which clinic did you last receiving WIC services?”
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Similar Client Record(s) Found: Confusions

Question: Is the record I found really a match?

Answer: Review the details of the Similar Client Record(s) Found 
message with your client. Ask the following questions:

3. “Did you receive checks from the prevous WIC clinic?
What are the dates those checks can be used”
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Section 5

Prescription (Rx) Information
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Prescription Information Policy 

o Prescription information is not provided as part of 
transferring a record. 

o Therefore, staff must manually document prescription 
information in Client Services. 

o Make a note in the flowsheet to indicate a copy of 
the prescription is needed. 

Staff must obtain and document the 
client’s prescription information within 

30 days of the transfer. 
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Prescription on the Transfer Card

o On the transfer card, look for an “X” in the  Rx box.
o The Rx end date is NOT available on the Transfer Data 

tab.
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Re-enter All Prescription Information

o The prescription information can’t be recorded until after 
the Transfer-In wizard is finished. 

o The Transfer Data tab disappears after the Transfer-In 
wizard is finished. The Rx indicator disappears with it. 

Find out where your clinic keeps 
prescription information until it 

can be recorded in
Client Services.
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What are your questions? 



@WADeptHealth

State WIC is here to help!

CIMS Support
1-800-841-1410 x 7

For questions about Client 
Services

LATA
1-800-841-1410 x 0

For policy-related questions



Questions? Contact us:
Email: WAWICtraining@doh.wa.gov

Phone: 1-800-841-1410

(Ask for the Communications and Training Team)

Visit our website: www.doh.wa.gov/wicstaff

This institution is an equal opportunity provider.

Washington State WIC Nutrition Program does not discriminate.

For persons with disabilities, this document is available on request in other formats.

To submit a request, please call 1-800-525-0127 (TDD/TTY call 711

Washington State WIC Nutrition Program

Washington State WIC Nutrition Program

For persons with disabilities, this document is available on request in other formats.

To submit a request, please call 1-800-841-1410 (TDD/TTY 1-800-833-6388)

DOH 960-328 August 2018

mailto:WAWICtraining@doh.wa.gov
http://www.doh.wa.gov/wicstaff
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