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Follow these steps to cancel a participant’s or a family’s appointments. We show you two ways to cancel appointments:
e Use Method 1 if you need to search for the appointment date to be cancelled.
e Scroll down to Method 2 if you already know the date of the appointment to be cancelled.

Steps

Cascades Screen

METHOD 1

If you need to find the date of
the appointment to cancel:

Search for the family record:
1. Select Family Services,
then Family Search.

2. Add your Search Criteria:
e Check-mark Family and
Participant boxes.

e Enter a few letters or all
of last and/or first name.

e Uncheck Active Only box.

e Select Search button.

Home [ Family Services | Scheduling Op

: Family Search

Mew Family

=N

Certification 2
Income Screening Calculator

NOTE

Unchecking the Active Only box is best
practice and especially important when you
have an applicant or expired participant.

Family Services Analysis

|

|*Search Criteria é’) |
Search Location Search Type Family ID Last Name [ | First Name | | M.L Telephone Number Date of Birth [ |
) State-Wide A Family . | | xero L I | N [&=]
N
[/] Participant Participant ID Medicaid Number

() Local Agency
| |1 |

EBT Card Number
[ online Applicant Only( ] Active Only
| |

1@ Clinic

(L2101 - Kitsap Comm| =

[ Proxy

|

|l Search ‘ | Clear Crl'terl'a]
-

[ Search Results

Famiy ID | Partidpant ID ‘ Last Name‘ First Name‘ M.I.‘ Date of Birth ‘ Categor\r‘ Medicaid Number | Status gﬁ:ﬁ:ﬁ“” Parent/Guardian
e In Search Results box, «" F05200002696 XERO CARLA 12/31/1999
o" F05200002696 WAO0520004437 XERO CARLA 12/31/1999 P Applicant CARLA XERO
select one of the & FO05200002696 WA0520004438 XERO GABBY 12/12/2017 C Applicant CARLA XERO
participants you want. o" F05200002696 WA0520004439 XERO JERROD 12/18/2018 1 Applicant CARLA XERO
<* F05200002697 XYLA JERT 12/1/1999
." F05200002597 WA0520004440 XYLA JERT 12/1/1999 B \ Applicant JERI XYLA
- 97 WAO520004441  XYLA KELLY 4/1/2019 1 Applicant JERI XYLA
Select pencil icon to open the
participant’s record.
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Get to Fami Iy Appomtments: Home _ Family Services. Operations _ Finance Help T
Quick Links I XYLA Family ‘ ® JERI XYLA
_ Ormmemra B s & & | e
'WIC Category: Breastfeeding Woman
O n th e Fa mi Iy E% Certification L SEATTLE, WA 98102 gory: 9 ]
. e v General (] Foster Family. L a8
Demographics screen, e patcpant bemagaphes - —
. -+ Income Tnformation [ participant L":;’:m;‘ﬂ | =)
& Health Information Last Name First Name M.L
select Scheduling System Infp = - =N B
. . . i Famiy Assessment 5| suffic Nickname Maiden Name 5| || 8| zipcode i+ City State County 8
43* Dietary & Health 2 3 ( ] [ ] | 5] 2| 12| [o8102 SEATTLE WA 3
in the Quick Links, then ' | —— HEE W ls  lasld 3
. . +4# Eco-Sodal Assessment g Proof of Identification 1« Date of Birth ¢ “:5 E | proof of Residence £
Family Appointments. e Asogned R Factors g B s [#) HEL K = e
® E:zg:tz: Z'E:;‘::: Marital Status Education Level Homeless / Incarcerated Status Migrant Status
( = ( = ( = =
Issue EBT Card
5 . Famiy Alerts & %
Notes Telephone Numbers Voter Registration '« Military Status
Cascades will bring up the S ‘ e — E— [ B B
. . . 4} care PI Type | Primary | Do not call | Auto Dialer | Text |  carrier Language Read 7 Language Spoken 7* c
Family Appointments List ‘f rePlan 5 O B a0 = - == 5 |3
B3 Issue Benefits E [ mnterpreter M Sign Language Interpreter g
screen. (% Journal of Transactions 2 Email Address Preferred Method of Contact =
S L | [val 1= <
EBT Activity History Ew—
i Sub: Certil L
=[] Scheduling Sy Participant List Totaltems: 2_@) |
= oy ling System » Last Name First Name [ ML sufiix | category | ion End Date | Gender | Date of Birth | Foster Care Entry Date
= WA0520004440  XYLA JERT B Female  12/1/1999
Quick Appointments | | WA0520004441  XYLA KELLY 1 Male 4/1/2019 ‘
Cinic Master Calendar ) o HJ
[Add participant] | save Cancal
Ed Scheduling System
Family Appointments ) <—t—
Clinic Master Calendar
| Family Appoint L=Ijh 0\
- : : Comments Reschedule Cancel
q JERI XYLA 7]2312019 Participant ID: WA0520004440 Status: Appicant
4 & Breastfeeding (11:00 AM to 11:30 AM) alioiol G 1Y 16T e E
L21C01 - Kitsap Comm Resources-Bren  Initial Certfication Age: 19 years and 7 months Next Food Issuance Date: U
- Comments Reschedule Cancel
Participant ID: WAQ520004441 Status: it
&, KELLY XYLA 7/23/2019 aricpan - us: Applcan i
Tiw (1130 AM to 12:00 PM) Date of Birth: 4/1/2019 Certification Period: E
L21C01 - Kitsap Comm Resources—Bren  Initial Certffication Age: 3 months Next Food Issuance Date: L]
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5. Onthe Fam||y Family Appointments List 2]}
1 H Participant TD: WAQ520004440 Status: Applcant B
Appointments LISt screen, | | 5 E8 e FRE 0w s T
select Cancel for any one o cen e e e '
of the participants. & Kevma e . e v o ot e o
L21C01 - Kitsap Comm Resources—Bren Initial Certfication Age: 3 months Next Food Issuance Date:
Cancel
A pop-up window called . —_—
Appointment Cancellation e i @
Select All Family Name Participant Name Appointment Type. Scheduled Date | Scheduled Start Time | Scheduled End Time
With Future Appointment(s) - | |2 == i I S E—rT
Confirmation appears. 2 —
e All participants in the . . - —— =
family are checked-
marked by default. Appointments to Cancel
@ Select All Family Name
6. Uncheck the box by | JERT XYLA JERT XYLA
participant’s name if an 2 JERI XYLA KELLY XYLA
appointment shouldn’t be 4
cancelled.
Cancellation Reason |
7. Select a Cancellation
R in the d q [ | '] Cancellation Reason
eason in the drop-down.
P liness i [Schedule conflict |~
—_— Transportation [ssues i —
8. Select Cancel Work schedule 1 | Cancel Appuinh}ent{s)Q Cancel |
Appointment(s) button. Delivered baby I
Schedule conflict V\ -
Mo longer needs services
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If you know the date of the
appointment to cancel:

Sunday Monday

— Scheduling — l No Show Rate: 0 %
1. Select Scheduling from the :::,::t:mh , TR
Menu bar, then Clinic ° (Ciinic Master Calendar _ we__) f— s ||
Master Calendar. BlockAppointment Siots NS . Eama:;:::;ﬁ::mmm
Export Appointments % :::dmien":::;&:l;:"—clendwldual
Note: Calendar defaults to Pending List B e o
current month’s view. Caseload Restrictions - g e Corirs e
Reporting » B ecqnat et
2. Find the date of the Heree
appointment(s) to be
cancelled. e —
3. Double-click the green- o | e o) ) | Tuesday, July 16,2019
colored date field of your
choice in the Month i J;
Schedule-view to get to 8 - m“m
the Day Schedule-view of % |&
the calendar. »
_9m BOBBY JACKSON CARLA XERO RACHEL GARCIA
* | aunere 2z - Initial Cert XERO - : : i
4. Find the family whose e _ : JOSEPH RAMOS
appointment you wantto ||| sou - nitial Certiflc | 500 xERO - -
cancel. IOA,: e GABBY XERO - Initial Certificatic
% .
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Select the family’s name
to start the running
dashed lines.

In the Master Calendar’s
Quick Links section
(bottom, left side of
screen), select Cancel
Appointment.

The Appointment
Cancellation With Future
Appointment(s) -
Confirmation pop-up
screen will appear.

Follow Method 1 — Steps
6-8 to cancel
appointment(s).

NOTE

The Cancel Appointment Quick
Link stays greyed out until you
select a family’s name.

77 3 7 |

Availability Search

Scheduled Appointment Search
Staff Event Search

Nutrition Edu. Class Search
Create Staff Event

|Reschedule Appointment(s)
Cancel Appointment | D

Cancel Nutrition Edu. Class
Cancel Staff Event
Create Time Slot

gAm
115
130

145

115

130

10 AM

115

130

ETTA YOKES

lERWIR YOKES - Initial Certificati

[mA YOKES - Initial Certificatio: l

|t

BOBBY JACKSON

V\NHETTE JACKSON - Initial Certif

[BOEBY JACKSON - Initial Certific

lmcnz JACKSON - Initial Certific,

[susm JACKSON - Initial Certﬂmj

J !

| GABBY XERO - Initial Certificatic

CARLA XERO - Initial Certificatic

{ JERROD XERO - Initial Certificati

Appointment Cancellation With Future Appointment(s) - Confirmation

Washington State Department of

/(, P Health

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)
DOH 961-1171 July 2019

PUBLIC HEALTH

ALWAYS WORKING FOR A SAFER AND

HEALTHIER WASHINGTON
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