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Follow these steps to schedule an appointment for a participant who needs to transfer in from out-of-state.
e In CIMS, we had a Transfer In (Tl) Appointment type. Cascades doesn’t have this appointment type. Front desk staff will choose either NE-I
or NE-2C, depending on which NE appointment type your clinic’s front desk staff use. Most clinics’ front desk staff use NE-I.

If the participant needs an appointment to transfer between two Cascades clinics, use Cascades Steps: Schedule an Appointment to
Transfer Between Cascades Clinics.
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Step 2. Choose day for the
appointment to transfer in:

Check that the appointment type
Nutrition Education — Individual
(or Nutrition Education — 2C) is
check-marked in the Available
Appointment Types box. In our
example, we are using NE-I.

If the appointment will happen in
a future month, use the Mini
Calendar to select month and
date for desired appointment.

Important

Cascades doesn’t have the
appointment type Transfer In
(T1), like CIMS did.

Later we'll write a Family
Alert to tell staff what
appointment type we're
actually scheduling.

Double-click the green-colored
date field of your choice in the
Month calendar view to get to the
Daily Schedule-view of the
calendar.

You'll choose the appointment
time and type next.

Use the Mini Calendar to
quickly move to future
months.

Confirm that you're in the
correct clinic if your agency
has multiple clinics.
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Step 3. Choose an appointment type
and time for the appointment to
transfer in:

Click your cursor into the NE-I (or NE-
2C) column and time slot you want to
choose.

o Keep it at the default 15
minute timespan or follow your
clinic’s policy for appointment
time to transfer in. To extend
appointment time, drag the
appointment slot (blue box)
with your cursor.

2. Double-click the selected
appointment slot (blue box) to get
to the Manage Appointments
screen.

Step 4. Add the participant:

1. Inthe Manage Appointments
screen, select the persons icon
with the green plus symbol.

Family ID

Individual
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Step 5. Create new applicant record:
1. Inthe New Family screen, fill out
all information necessary to
schedule the appointment for this
“applicant”.
e Inour example, we're
scheduling an appointment to
transfer in a 1-year old child.

Fill out all fields marked with stars.

Don’t ask for Marital Status or Education Level.
Assess for all other fields.

If the parent/guardian is also a participant, check-mark the Participant checkbox.

When filling out the New Family screen, take care to:

v Family ] Foster Family [ Q|
] participant 0|0 M address - (= -
Last Name First Name ML [ 123 MAIN STREET J '
_| [mozarT | |_ANNA MARIA Al [ |
E Suffix Nickname Maiden Name & _ E ZIP Code City State | County @
S 9 ] ( | E = 2| [sssoL | [oLympa | [(wa [¥] [THURsTON|¥] 3
S| proof of Identification Date of Birth ' 2[5 | E| Proot of Residence g
;,_Ef [ =] (111990 (=] E é‘ ( = g
Marital Status Education LAeveI ~ Homeless / Incarcerated Status Migrant Status
( N7 [ ( = [
N s .
~ Telephone Numbers  Ct ication Options
[ Total Items: 0 ) Language Read | Language Spoken
‘ Telephone Number ‘ Type | Primary | Do not call ‘ Auto Dialer | Text | Carrier [Engish [=] (Endish [=]
J & G [ [ nterpreter [] Sign Language Interpreter
Email Address Preferred Method of Contact
L | (va [~)
maﬁm 2]
Last Name First Name M.I. Suffix Date of Birth
| MOZART | | WOLFGANG oA [T /2018 [=]
Proof of Identification Category Gender | Foster Child Foster Care Entry Date Proof of Foster Care
:B Chid @ Male @ Female @) Yes @ No OR ™ pate Unknown ‘ﬁ Clear |
-
In the Add Participant section:
2. Add participant information. 3. If you have multiple participants, 4. Once you have added all
Then, select Add to add the contmue.afjdlng partlc:.lpants in the participants, select Save. Save \| | Cancel
participant. Add Participant container. N\
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Step 6. Book the appointment to
transfer in:

.+,
: ) M Appointments _
1. Confirm date and time. %
2. Select participant in Individual (2 Search Options Q)
drop-down. | Quick Scheduling Results 2}
3. Select Contact Method drop- { Family ID lDate I‘ﬁme lAppointment llndividual IWIC Categorylstatus r.omm(
down and choose answer: Type - :
In-person — participant or @ |F90100000281 [10/14/2019/9:00 AM to 9:15 AM|Nutrtion Education - Individual [+] ‘ ‘ ‘
N-person ] R | WOLFGANG A. MOZART |
caregiver in clinic @ \\ : ] @ |
Phone — participant or caregiver
called clinic
4. Keep Add to Communication s o
Queue box checked if family [Phane M Add TR
| |
wants to receive a reminder email e |
or text Phene N
5. Select the Book button.
Step 7. Leave a Sticky Note and a - — — 7
9

Family Alert:

Sticky Note:
1. Double-click on the family name

at the top of the individual
appointment box to get to the
Family Appointments List.

2. Select the yellow sticky note icon.

Write a note to let other clinic
staff know this appointment is
actually an appointment to
transfer in.

4. Save by selecting the minimize

:15

}

| Manage Appointments

| C___ANNA MARIA A. MOZART

|* Family Appointments List

@  WOLFGANG A. MOZART
Chid
‘ L01C01 - ADAMS CHD-OTHELLO

|

Appointment Comments

10/14/2019
(9:00 AM to 9:15 AM)
Nutrition Education - Indiv

Participant ID: WA0010000450
Date of Birth: 1/1/2018
Age: 1 year and 8 months

Status: Applicant
Certification Period:

Next Food Issuance Date:

Qe

txsennhauser NeW
%

9/26/2019 3:11 PM

icon |= on the sticky note.

il

Q\“B[.QAA‘A' ‘,E

===
from out-of-state.

"This is an apa)intmgt to transfer in

fn

|

|=oly <

N\
Cancel

SO

If a participant cancels
the appointment, any
sticky notes for that
appointment will be
lost.
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Family Alert:
Home [ Family Services ] Scheduling Certification Summary
1. Inthe menu bar, select Family e Issue EBT Card
Services, then Family Search. ( Family Search g Famiy Alerts g e
Certification Notes
2. Follow Step 6 to find the family.
3 N
3. In the family record’s Quick Links, Maintain Alerts (@) -‘
select Family Alerts.
Free-Form or State Defined State Defined Alerts

@ Free-Form

4. Select the Add button in the right -
@ state Defined

bottom corner to add the new

. Alert Type Status 7
family alert. ~
© Famiy Alert (Active )
5. Write the family alert to let other © Individual Alert
clinic staff know this appointment Alert Title = Start Date End Date
is actually an appointment to | Tranferring in from out-of-state | 19/26/2019 B 10/15/2019
transfer in.

f‘:‘,-‘-f‘/‘:‘x‘fz‘.-‘f‘f‘:‘-:‘.‘:‘:‘/‘z‘,’f.*:‘-H:‘ MMM MMM P NP M P M A MMM
Alert Text

This is an appointment to transfer in from out-of-state.

Leave all default settings in the

Maintain Alerts screen.

e Asthe End Date, enter the day
after the scheduled
appointment to transfer in. (| save W | [ cancel

6. Select Save.

This institution is an equal opportunity provider.
_ Washington State WIC Nutrition Program does not discriminate.
@ﬁg‘;ﬁ?ﬁ For persons with disabilities, this document is available on request in other formats. PUBLIC HEALTH

ALWAYS WORKING FOR A SAFER AND

To submit a request, please call 1-800-525-0127 (TDD/TTY call 711) HEALTHIER WASHINGTON
DOH 961-1171 November 2019
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