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Creating and sending a screenshot is an effective way to send information when the Support team isn’t available. Follow the
steps below to learn the different methods for taking a screenshot and when taking a screenshot is required.

Steps

Cascades Screen

Method 1 Use the PrintSc Button

Step 1 Taking a Screenshot of One Entire
Screen

Click on the Title Bar of the

Window that you want to

capture.

Press Alt + PrintSc or on some laptops
press Alt

+ Fn + PrintSc. A screenshot of your
currently active window will be copied
to the clipboard.

If you only want part of your screen use
this step 1:

Step 1 Taking a Screenshot of Part of
Your Screen

Press the Windows Button + Shift +S.
Your

screen will appear grayed out and your
mouse cursor will change.

Click and Drag to select the part of
the screen you want to capture. A
screenshot of the

screen region you selected will be
saved to your clipboard.

am -+ Shift + S
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Steps

Cascades Screen

Step 2 Sharing Screenshots that Used
PrintSc

e Open a Word document, right
click and paste the screenshot.
Multiple screenshots can be
pasted to the document.

e Click File.

e Click Share .

e Under email click Send as an
Attachment

¢ Send email to
cascades.support@doh.wa.gov.

There are many ways to share
screenshots using PrintSc!

If you want to learn how to save
screenshots as a file, email us, and we’ll
send you the extended version

Send as
Attachment
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Steps Cascades Screen

Method 2 Use the Snipping Tool

Step 1 Pinning the snipping tool to your
taskbar

e Click the Windows Home Screen.

e Scroll down and click on Windows
Accessories.

l Windows Accessories

e Scroll down to and right click Snipping B Wincows Administrative Tools v
Tool.

e Scroll over More and click Pin to & ioping Too
Taskbar.

Your snipping tool is now on the taskbar!
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Steps Cascades Screen

Step 2 Taking Screenshots with Snipping
Tool

e Once it's on the taskbar, click the ¢ Snipping Tool - =
Snipping Tool ¥ New B Mode ~ (7 Delay ~ X < Options

and it will open up on your screen. Free-form Snip

. ® Rectangular Snip
e Click on the Mode drop down arrow Wi :
indow Snip ’

g the Mode button or click the 9

and choose from one of four types of Full-screen Snip
snips: Free Form, Rec- tangular,
Window, and Full-Screen.

e Once you select your screen or part of
the
screen you want to snip:

e Right Click the Snip
e Scroll Over to select Send to

e Click Send to Email Recipient
(as attachment)

e Send Email to
cascades.support@doh.wa.gov.
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Steps

Cascades Screen

Note: Blot out identifying data before
sharing screen images

When taking a screen image, be sure to blot
out all identifying data for participants
before sharing the image with others.

e After you take a screen image using
the Snipping Tool app, select the
black pen icon.

e Inthe drop-down list select
Customize.

e For Thickness, choose Thick point
pen, then select Ok.

e Cover up all identifying participant
data.

S mily et of
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Food Prescription Date WIC Category Age Category Breastfeeding Status . Fa
6/25/201 .—’—~ Infant 6to 11Months  Fully Formula Fed & 7
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When do you need to send screenshots?
Send screenshots only when the Support team isn’t available.

Send them to cascades.support@doh.wa.gov with the Subject line “Cascades Screenshots”.

What screenshots do you need to send to Cascades Support?

Software Version

°
e Exception Errors
e ScreenID
Follow these steps, if you see this message: e Defect Summary
- o x e Defect Description
e @ nttps://cascadesxr-wic.com/ClinicDownload/cli ~ @ © | | Search... P~ AR TS ° Er-ror- Messages
@ Core Team - H... | @ Cascades WIC ... | @& Shared Docum...| (& WIC Policy & .. 2 doh.wa.gov @ Anerroroc... % |
s Cascades v JAMA v WIC Direct v E)WCP % LVREQ E}WTP E}Readiness Assessment - A... ETEMS = ® Any Other screens that you
- " believe to be relevant
@ An error occurred in the application you were using
You can try the following:
® Restart the application.
® Click the "More Information"” link below for details about this error.
i Click on the little arrow to see
v more information.

Take a screenshot of the entire screen and
email to cascades.support@doh.wa.gov.

= o x
e & https://cascades.xr-wic.com/ClinicDownload/client/Cascades.Clinic.Vie 2token=vilowPoXv ~ @ & | | Search... Lo~
& Core Team - Home & Cascades WIC Application | & Shared Documents - All ... | 23 WIC Policy & Procedure ... = doh.wa.gov & Anerroroccurred int.. % ||
55 Cascades ~ JAMA ~ WIC Direct ~ P WCP 4 LVREQ £ WTP [ Readiness Assessment - A.. &) TEMS &) TTPro g WIC-TRG B Xrds-Trg &) DOH Home
= ~
{@ An error occurred in the application you were using
You can try the following:
® Restart the application.
® Click the “More Information® link below for details about this error.
@) Less Information
Stazrtup URI: https://cascades.xr-wic.com/ClinicDownload/client/Cascades.Clinic.View.xbap?token=vUowPoXwzKZJ
lApplication Identity: https://cascades.xr-wic.com/ClinicDownload/client/Cascades.Clinic.View.xbap#Cascades.”™
System.InvalidOperationException: Sequence contains no elements
Server stack trace:
at System.lLing.Enumerable.Single[TSouzce] (IEnumerable 1l source)
at Crossroads.DataServices.SecurityDataService.GetClinicRoomsByClinicIDWithDetails (Int32 clinicID, Datel
at SyncInvokeGetClinicRoomsByClinicIDWithDetails(Object , Object[] , Object[] )
at System.ServiceModel.Dispatcher.SyncMechodInvoker.Invoke (Object inscance, Object(] inputs, Object(]& c
at System.ServiceModel.Dispatcher.DispatchOperationRuntime.InvokeBegin (MessageRpc& rpc)
at System.ServiceModel.Dispatcher.ImmutableDispatchRuntime.ProcessMessages (MessageRpce rpc)
at System.ServiceModel.Dispatcher.ImmutableDispatchRuntime.ProcessMessagell (MessageRpcs rpc)
at System.ServiceModel.Dispatcher.MessageRpc.Process(Boolean isOperationContextSet)
at Crossroads.Framework.WCF.ExceptionMarshallingMessageInspector.hfterReceiveReply (Messages reply, Objec
at System.ServicelModel.Dispatcher.ImmutableClientRuntime.AfterReceiveReply (ProxyRpcé zpc)
at System.ServicelModel.Channels.ServiceChannel.HandleReply (ProxyCperationRuntime cperation, ProxyRpcé rp
at System.ServicelModel.Channels.ServiceChannel.Call (String action, Boolean oneway, ProxyOperationRuntime
at System.ServiceModel.Channels.ServiceChannelProxy.InvokeService (IMechodCallMessage methodCall, ProxyOr
at System.ServiceModel.Channels.ServiceChannelProxy.Invoke (IMessage message)
Exception rethrown at [0]:
at System.Runtime.Remcting.PFroxies.RealProxy.HandleReturnMessage (IMessage reqisg, IMessage retlMsg)
at System.Runtime.Remoting.Proxies.RealProxy.Privatelnvoke (MessageDatas msgData, Int32 type)
at SecurityDataService.ISecurityDataService.GetClinicRoomsByClinicIDWithDetails(Inc32 clinicID, DateTime
at Crossroads.ProxyService.SecurityDataServiceWrapper.GetClinicRoomsByClinicIDWichDectails (Int32 clinicIl
at Crossroads.Clinic.ViewModel.ClinicDashboard.RefreshData () b d v
AT _Crossrnads.Clinic.ViewModel.GlinicDashbhoard. TamhdaS 92-1/(0Obiect state
~
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- 0o X
0 @ ttps:/cascades xr-wic.comy/ClinicDownlozd) client/Cascades Clinic Viewsbaptoken=nqFéup%213L7me9Xit ~ @ G| Search... p- ¢
(2 Department of Health Intranet . Cascades WIC Application ~ * ||| L
Fle gt Vi Goto Facites Help < Send the entire screen in for
% ] Web Slce Gallery v 8] Cascades WIC Application
| ManagementInformation System messages like this.
Home Family Services Scheduling Vendor Qperations  Finance  Administration Help Logout
R
\i ” Sorry! We were not expecting this error to occur.
\ = Thesten handied exception. the Errar ID(s) beow and contact at Crosstoads
Emor 10; e900b1d1-4dB3-H8a-a33f-371035fch4f
wException Detais
Pumtll(m:vm‘!
STACKTRACE: - 2t Systen.DateTine AddTids [nt64 vaue)
atSysten.DateTre.Add(Doudle value, nt325cale)
at Cascades.Clric.View,Calendar WeekControl, Ge FirstDate()
0 ClendreeC i
) _ _
validation Summary: 1
at System.Windows,IBment RaiszEvent RoutecEventArgs )
0 = The check digit calculation indicates that the Card Number has been
2tMS.IntemalLoadedOrUnioacedOpzration DoWork( entered incorrectly.
'+ card Number
O, ke (sosssosr3333aaar ) &8
Deeaie b, bjectags,
e V3143 98] L Suaneh o e {11 W == Validation Summary: 1
0 = Card number must begin with 60586091.
l 1234567812345678 3
G B
Family Members Not Fully Issued
f I I k | d 1 Transfer cannot be completed!
For any full screen sent in, make sure you include: L]
y 4 y The individual(s) selected for transfer do not have current benefits issued.
Prior to the transfer, benefits must be issued in the current family for the current month,
° Ve rs | on | D Contact the appropriate staff to issue current benefits in the current family and then complete the transfer.
oK ]
e ScreenID
e Clinic Location and ID

L l

Include notifications by taking screen
shots of the actual notification pop-up

window or looking in the notification

| onine | venion 3041 80000 L01C01 - Adams CHD-Othello | 1% TA@ME ==

window next to “TAB”.

This institution is an equal opportunity provider.
Washington WIC doesn’t discriminate.

To request this document in another format, call 1-800-841-1410.
Deaf or hard of hearing customers, please call 711 (Washington Relay)
or email wic@doh.wa.gov.
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