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The Clinic Workflow Dashboard: 

 is located under Family Services and on the Home page. 

 displays only today’s scheduled appointments. 

 displays appointment activity for the clinic: Appointments, Checked-In, In Progress, Completed. 

The Walk-in Appointment:  

 serves participants who aren’t in today’s schedule, or who missed their appointments today and came in later the same day. 

 The Walk-in tab is located between the container showing Today’s Activity and the Appointments container.  
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Steps   Cascades Screen 

1. Open Clinic Family Workflow 
Dashboard: 

 
Select Clinic Family Workflow 
Dashboard in the Family Services 
container on the Cascades Home 
page. 
 
 

 

2. Expand the Walk-in 
container: 

 
Select on the triangle-shaped 
expander to open the Walk-in 
container.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The Walk-in container expands to 
show a Family Search feature in 

the right upper corner. 
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3. Search for the Family File: 
 
You can search for the family in 
different ways: 

 Enter the Family ID into the 
Family Search feature. 
 

 Use the Family Search icon 
and select your family from 
the Select Family pop-up 
window. 
 

For new families:  
If the family is new, create a new 
Family by clicking the New Family 
icon.  
 
 
 
 

 
 
 
 
 
 
   

4. Set Appointment Type(s) and 
Duration(s): 

Determine what services this 
family will receive today. 
 
 
 
 
 
 
 
 

   
 
 

Enter Family ID into 
the Family Search 
feature. 

Select New Family icon 
to create a new family.  

Select the Family Search icon, then 
select the desired family name.  

 Adjust appointment types and times, if necessary.  

 Select Add to add any additional appointments.   

Select Save Walk-in button. 
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5. The Family is now in the 
Waiting Room. 

 View the Waiting Room in the 
Clinic Workflow Dashboard. 

 The family is ready to be 
served. 

 Click the plus sign to see all 
participant appointment 
types. 

 Notice the green Walk-in icon 
in the Appt. Time column. 

 Walk-ins will show in your 
clinic statistics reports. 
 

 
 

Tip! 
If a scheduled participant missed her appointment today and later shows up as a walk-in (today) you may record her as a Walk-in this way: 

1. Cancel today’s earlier appointment. 
2. Check her in as a Walk-in. 

 
This will keep your clinic appointment statistics accurate. 

The green walking person 
is the icon for a Walk-in.  

The plus 
sign turns 
into a 
minus 
sign once 
you select 
it.  


