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Important!
1. This step sheet only applies to food and WIC nutritionals issued in Cascades; the instructions below cover replacing current food benefits (not
formula) issued within Cascades when some current benefits have been redeemed.
e For other situations see flowchart or below:
o Replace current benefits when no benefits have been redeemed. Use Cascades Steps — Replacing Future Benefits.

o Replace future benefits use Cascades Steps — Replacing Future Benefits.
o Exchanging or increasing formula use the Cascades Steps — Exchange Formula Benefits or Increase Formula Benefits.

2. For policy, please see Cascades Policy and Procedure Manual Volume 1, Chapter 22 Issue WIC Food Benefits and Chapter 23 WIC Foods.

Steps Cascades Screen

Example of some current benefits redeemed: It’s April 30t". The Smith family has redeemed some of their current benefits and have come back
to get tofu and soy-based beverage.

1. Identify benefits issued to -

Hl " | Issue Benefits
date: Prescribe Food
Issue Food Instrumen v Search Criteria /
e Select Food Instrument List. B O Exat  FromDate To Date '
Replace Current Benefits # Ra 12/1/2024 [=] 4/28/2025 T —
o SeIeCt SearCh. Exchange/Increase Formula i '
@) Issue Date
e Note that the Search

Criteria can be modified

if needed. +Search Criteria
e Review results and note: © Exact S = i
. 7 12/1/2024 4/28/2025 :
e Current benefits: Range : £ Search
@ Issue Date
v’ If Redeemed; =~ Current benefits
e Future benefits issued. (Famil\r Food Instruments / \ B
{1 | Serial # First Date to Spuwst Date to Spend Status ‘tlssue Date
You may print the Shopping Listas | . O - 11348084 4/28/2025 5/27/2025 Redeemed  4/28/2025 |
a second assurance if benefits [0 - 11348085 5/28/2025 6/27/2025 Issued 4/28/2025 -
Future benefits
were spent. |Nj 4~ 11348086 6/28/2025 7/27/2025 Issued 4/28/2025
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https://www.doh.wa.gov/Portals/1/Documents/Pubs/961-1171-CascadesStepsVoidandReissueBenefits.pdf
https://www.doh.wa.gov/Portals/1/Documents/Pubs/961-1171-CascadesStepsVoidandReissueBenefits.pdf
https://doh.wa.gov/sites/default/files/2024-01/9611171-ExchangeFormulaBenefits.pdf
https://doh.wa.gov/sites/default/files/2024-01/9611171-IncreaseFormulaBenefits.pdf
https://www.doh.wa.gov/Portals/1/Documents/Pubs/960-367-Volume1Chapter22.pdf
https://www.doh.wa.gov/Portals/1/Documents/Pubs/960-367-Volume1Chapter23.pdf
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2. Void future benefits:
+Search Criteria
e Beforereplacing current &) Exact From Date To Date
benefits, void future @ Rrange  [12/1/2024 | [4/2872025 search
benefits. @ 1ssue Date
e Check the ng next to all - ——
future benefits. ] | Serial # | First Date to Spend Last Date to Spend Status Issue Date
* (ClickVoid Selected. | O 11348084 _4/28/2025 5/27/2025 Redeemed _4/28/2025
e Confirm Action will appear: A 7 11348085 5/28/2025 6/27/2025 Issued 4/28/2025
o Select Reason. @ 7 11348086 6/28/2025 712712025 Issued 4/28/2025 } Future benefits
o Select Void. '
s
Print Shopping List Vioud Selected Ii.Ephce
Confirm Action 0 (Confinm Adion ﬂ
[ FIs to be Voided Total ems: 23 Reasons for Voiding [_FIs to be Voided Totalltems: 2_€))
m - Serial & Damaged | Serial #
34808 . 1348085
11340086 Reprinted | :lS-ﬂBOBE
Lost
Stolen
Client Moved/Returned
R Offica Error —_—)p ~ Reason J
I v }—— Custody Cha_ng_e Food Prescription Change | -|
—_— Food Prescription Change
- . Force Pay vod | =
Mok i Not Used - Compliance Investigation
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Replace Current Benefits:

When current food benefits need
to be changed, and some benefits
were redeemed, you must use the
Replace Current Benefits screen to
make any changes:
e Select Replace Current
Benefits.
e You will see the following:
e Existing Fl Details =
Current benefits
remaining for all family

Prescribe Food
Issue Food Ins

(=] “_al Issue Benefits

Food Instrument List
Replace Current Benefits o
Exchange /Increase Formula

truments

/

Current benefits

New benefits (if replaced)

Current Month Food Replacement / [ (2]
members. , = ‘
e Rebl ment Fl Detail [/ Existing FI Details Total Items: 9 /Replacement FI Details Total Items: 9
ep aceme etails Cat ¥ Subcat v |Quanl:ity| Uni.‘tofl“.leasure| Cat v | Subcat v |Quantity| Uni.‘tofHeasure|
= New benefits if e o e AIWIC Shorcarn 3 CMR T Mo AIWIC Shorcaon 3 O
uice - 64 0z uice - - 64 oz cart uice - 64 0z uice - - 64 0z car
r‘epl a Ced . Fruit & Vegetables Cash Value  Fruit and Vegetables - Cash Val  $99.00 $554 Fruit & Vegetables Cash Value  Fruit and Vegetables - Cash val  $99.00 $3$84
Milk - whole Milk - Whole Al WIC-Cow,Goat, 3 Gallon Milk - whole Milk - Whole All WIC-Cow,Goat, 3 Gallon
Milk - Fat Reduced Milk or Soy(1% & Nonfat) Al W1 7.50 Gallon Milk - Fat Reduced Milk or Soy(1% & Nonfat) Al W1 7.50 Gallon
Bread/Whole Grains Whole Wheat Bread or Whole G 96 Ounce Bread/Whole Grains Whole Wheat Bread or Whole G 96 QOunce
. 1 1 Egas Eags - all WIC 3 Dozen Egags Eggs - all WIC 3 Dozen
Note: At t h Is tim & fOOdS are th e Legumes Peanut Butter [Beans All WIC 4 CTNR Legumes Peanut Butter Beans All WIC 4 CTNR
same on eac h I |st ish Fish - All WIC 22 QOunce / Fish Fish - All WIC 22 Qunce
[_participants Total Items: 3 () |
WIC Category | FirstName | LastMame | Date of Birth | |
P JANE SMITH 6/1/1995 ﬁ |
Change Rx |
c JOHN SMITH 4/1/2024 ﬁ
Change Rx |
c SALLY SMITH 5/1/2022 ﬁ
Change Rx |
Cascade Steps — Replace Current Benefits May 2025 Page |3




1C

Cascades Steps — Replace Current Benefits

—_— NN
CASCADES

WASHINGTON WIC

Steps

Cascades Screen

2. Change Rx:

In the Replace Current Benefits
screen, the Participants container
will show each participant in the
family and an option to Change Rx.

e Select Change Rx for the 15t
participant who needs a
change in current benefits.

e In our example, we will first
select Jane.

e Note Cascades will take you
directly to the Prescribed
Foods screen for Jane.

| Participants Total Items: 3 () |
WIC Category | First Name Last Name | Date of Birth | |
I P JANE SMITH 6/1/1995 ml
ange
C JOHN SMITH 4/1/2024 m|
ange
C SALLY SMITH 5/1/2022 |ﬁ|
ange

3. Prescribe Food:

Food Prescription Date WIC Category

« Family Iss Da
e Select the plus (+) Food 412812025 5 w_ reanant Y Egmlh" uance Day
Prescription Date. NN
e Select Save. _ —
Select the New Food Prescription Date ) (lE3]
Food Prescription Date
|4/30/2025 [5]
l Save ] l Cancel ]
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4. Make Changes to Rx:

|’v Food Prescription Items

Total Items: 8 () |

. ‘ Category ‘ Subcategory | Quantity | Category Max Quant'lty| UoM |
In thls eéXam pl el Ja ne wa nts 1 Ib . Fruit & Vegetables Cash Value Fruit and Vegetables - Cash Value Benefit $47.00| $47.00 5584
tofu in place of a gt of milk: Legumes Peanut Butter/Beans Al WIC 2| 2 R
Milk - Fat Reduced Milk or Soy(1% & Monfat) All WIC-Cow,Goat,Soy [4 | 4 Gallon
Breakfast Cereal Cereal All WIC -hot /cold 36 | 36 Ounce
e Add Item to Food Prescription. %, Juice - 640z Juice - Al WIC - 64 07 carton 1 | 1 CTR
o Category = Cheese or Bread/Whole Grains Whole Wheat Bread or Whole Grains ¢ | 8 Ounce
%5 Eggs Eggs - all WIC [1 | 1 Dozen
Tofu. Fish Fish - Al WIC (0 | Ounce
o Subcategory = Tofu. I ]
o Add Item to Food P ipti
o Enter Quantity = 1. e e : |
Category Subcategory Quantltv/ Max [ Med Max UOM | S5 -
o Select Add Item. ‘ (Cheese or Tofuﬁ [Tofu ~ (1 | 16 / 16  Pound |AddItem| |Clear) |
e Validation Summary - This
message is normal. Itis a
reminder to check and adjust | Validation Summary: 1 = |
. . I
e Review Milk Substitution e ——————————
Calculator.
o You want Milk | Milk Substitution Calculator |
Remaining =0 Total Milk Available Milk Prescribed Total Milk Substituted| Milk Remaining| Unit of Measure
- V. | 4 4 0.25 .25 Gallon |
o Inthis example we are
over by .25 gallons. (The
substitution rate for Epoed Prescription Ioms
tOfU is 1 |b tOfU =1 qt Category | Subcategory | Quantity
. Fruit & Vegetables Cash Value Fruit and Vegetables - Cash Value Benefit | $47.00
mil k) Legumes Peanut Butter /Beans All WIC 2 |
e Reduce the amount of milk in Milk - Fat Reduced ( Mk or Soy(1% & Nonfat) Al WIC-Cow,Goat, Soy 379 0l
the Rx by the .25 ga that you Breakfast Cereal Cereal All WIC -hot /cold 36
are over in the milk &5 Juice - 640z Juice - All WIC - 64 0z carton T
substitution calculator (fro m Bread/Whole Grains Whole Wheat Bread or Whole Grains 48
&5, Eggs Eggs - all WIC 1
4t0 3.75). ]l : —
. Fish Fish - All WIC 10
e Select Save in the bottom, Cheese or Tofu Tofi n
right hand corner of the
screen.
Cascade Steps — Replace Current Benefits May 2025 Page |5
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5. Review Replace Current
Benefits Screen:

e The system will automatically
send you back to the Replace
Current Benefits screen.

e You will see the following
e Existing Fl Details =
Current benefits
remaining.

e Replacement Fl Details
= New benefits if
replaced. It should now
reflect your Rx changes.

v" Milk or Soy 1%
changed to 7.25
gallons.

v" Tofu 1 pound
added.

Important! If you need to change
more than one participant’s
benefits within a family DO Not
select Save on this screen until you
complete all participant Rx
changes.

e See next step for example of
adding another Rx change in
the same family.

Current benefits

/

New benefits

with all family member Rx
changes. If not proceed to the
next step.

Caution! Only save if you are done

Current Mun!{éod Replacement ( G)
|ﬂ Existing FI Details Total Items: 9 ’Replacement FI Details Total Items: 10 € ]
Category & Subcategory | Quantity | Unit of Measure Category A Subcategory | Quantity| Unit of Measure]
Bread/Whole Grains Whole Wheat Bread or Whole Gre 96 QOunce Bread/Whole Grains Whole Wheat Bread or Whole Grz 96 CQunce
Breakfast Cereal Cereal All WIC -hot /cold 108 Qunce Breakfast Cereal Cereal All WIC -hot Jcold 108 Cunce
Eggs Eggs - all WIC 3 Dozen Cheese or Tofu Tofu 1 Pound
Fish Fish - All WIC 22 Ounce Eggs Eggs - all WIC 3 Dozen
Fruit & Vegetables Cash Value Fruit and Vegetables - Cash Value  $99.00 £33 Fish Fish - All WIC 22 Cunce
Juice - 64 0z Juice - All WIC - 64 oz carton 3 CTNR Fruit & Vegetables Cash Value Fruit and Vegetables - Cash Value  $99.00 $$8%
Legumes Peanut Butter/Beans All WIC 4 CTNR Juice - 64 0z Juice - All WIC - 64 oz carton 3 CTNR
Milk - Fat Reduced Milk or Soy(1% & Nonfat) Al WIC  7.50 Gallon Legumes Peanut Butter [Beans All WIC 4 CTNR.
I\@llk - whole Milk - Whole All WIC-Cow,Goat,Lz 3 Gallon Milk - Fat Reduced Milk or Soy(1% & Nonfat) Al WIC  7.25 Gallon
X Milk - whole Milk - Whole All WIC-Cow,Goat,L: 3 Gallon
Current benefits New benefits
Subcategory Quantity Subcategory | Quantity
Whole Wheat Bread or Whole Gra = 96 Whole Wheat Bread or Whole Gr: 96
Cereal All WIC -hot fcold 108 \ Cereal All WIC -hot fcold 108
Eqggs - all WIC 3 Tofu 1}
Fish - All WIC 22 Eggs - all WIC 3
Fruit and Vegetables - Cash Value  $99.00 Fish - All WIC 22
Juice - All WIC - 64 oz carton 3 Fruit and Vegetables - Cash Value $99.00
Peanut Butter /Beans All WIC 4 Juice - All WIC - 64 oz carton 3
l Milk or Soy(1% &Nonfat) Al WIC _ 7.50 ) \ Peanut Butter /Beans All WIC 4
o,
Milk - Whole Al WIC-Cow,Goat,Lz 3 Milk or Soy(1% &MNonfat) Al WIC _ 7.25
Milk - Whole All WIC-Cow,Goat,Lz 3

[ [Psave ) ]| cancet

Cascade Steps — Replace Current Benefits
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6. Other Family Members - Rx
Changes:

e Inthe same Replace Current
Benefits screen:

o Select Change Rx for the
next family member
who needs a change in
current benefits.

o In this example, we will
select Johnwhois 1
year of age. He needs
soy beverage instead of
whole milk.

e Note Cascades will take you
to the Prescribed Foods
screen for John.

| Change Rx |

| Participants Total Items: 3 () |
WIC Category | First Name Last Name | Date of Birth | |
I p JANE SMITH 6/1/1995 -
Change Rx |
C JOHN SMITH 4/1/2024 :
| Change Rx |
C SALLY SMITH 5/1/2022 / —

7. Prescribe Food:

e Select the plus Food

Prescription Date.

e Select Save.

Food Prescription Date WIC Category Age Category

428/2025 1 child

12 to 23 Months

N

Select the New Food Prescription Date

=

Food Prescription Date
|4/30/2025 [5]

Cascade Steps — Replace Current Benefits
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8. Make Changes to John’s Rx:

Important! Johnis 1 yr. of age.

For a 1 yr. old, you must select soy-
based beverage specifically unless
you have a medical documentation
form (MDF) or a completed
nutrition assessment
recommending other low-fat milk
options (see note).

e Add Item to Food Rx
o Category = Milk — Fat
Reduced.
o Subcategory = Soy-
based beverage.
o Enter Quantity.
o Select Add Item.

e Review Milk Substitution
Calculator.

[+Food Prescription Items Total Items: 8 ()|
Category Subcategory | Quantity | Category Max Quantityl UoM
Fruit & Vegetables Cash Value Fruit and Vegetables - Cash Value Benefit $26.00 $26.00 $$5%
Legumes Peanut Butter [Beans All WIC 1 B CTNR
Milk - whole Milk - Whole All WIC-Cow,Goat,Lactose Free 3 3 Gallon
Breakfast Cereal Cereal All WIC -hot /cold 36 36 Ounce
5, Juice - 64 0z Juice - All WIC - 64 oz carton 1 1 CThNR
Bread/Whole Grains Whole Wheat Bread or Whole Grains 24 24 Ounce
&, Eggs Eggs - all WIC 1 1 Dozen
Fish Fish - All WIC 6 6 Ounce
| Add Item to Food Prescription ‘
Category !{[ Subcategory ( Quantity Max [ Med Max UOM { o
| [Mllk - Fat Reduced | = [Soy-based beverage | ¥ |3 | o/ 3 Galon [Add i) |

Validation Summary: 1

=

” # Please check milk substitution.

K 6

| Milk Substitution Calculator
Total Milk Available Milk Prescribed Total Milk 5ubstitutedl Milk Remaining lUnit of Measure
-3

0

Gallon |

o You w.ar.mt Milk v Food Prescription Items
Remalnlng to=0 | Category | Subcategory | Quantity
o In this exa mp| eit=-3 Fruit & Vegetables Cash Value Fruit and Vegetables - Cash Value Benefit $26.00
since we a dd ed in soy. Legumes Peanut Butter /Beans All WIC 1
o So how, you need to :Iilk -kzht:I(e: | I:ilk -\:V;rlzl.:\!lr[C;Cc:;v,Goat,Lactose Free ] il
. reakfast Cerea ereal ot /co 36
reduce the whole milk —~EY ‘
5 luice - 64 0z Juice - All WIC - 64 oz carton |1
to O n th e Rx. Bread/Whole Grains Whole Wheat Bread or Whole Grains 24
o Milk calculator should %, Eggs Eggs - all WIC 1
now show Milk Fish Fish - All WIC 6
Remaining =0 Milk - Fat Reduced Soy-based beverage 3 |
e Select Save.
Cascade Steps — Replace Current Benefits May 2025 Page |8
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Note:
[ ]

MDF or a completed nutrition assessment (depending on the preferred milk fat).

For children 2-5 and adults, select Milk or Soy (1% & Nonfat) All WIC. Since these age groups can get all

low fat milk/soy options this subcategory gives them flexibility to choose at the store.

WIC allows soy beverage for a 1 yr. old with no MDF, but other low fat milk options must have an

9. Review Replace Current
Benefits Screen:

C

urrent benefits

New benefits

e The system will automatically / /
send you back to the Replace P —T——— S— ( 5
Current Benefits screen. \
( Existing FI Details | Total Items: 9 G))[ Replacement FI Details | Total Items: 10 ()
\ Category 4l Subcategory | Quantity | Unit of Measure Category al Subcategory | Quantity | Unit of Measure
e Review the followin g: Bread/Whole Grains Whole Wheat Bread or Whole ¢ 96 Ounce Erea:irler:?_le Srains ’\:Vholel \xlh‘e‘::_ Erfaflforlflholec ?’GIE Ounce
e Existing Fl Details = S it AC— L Pound A L . Pound
Current benefits IEIrSL:t & Vegetables Cash Value lzﬁlr;t-aﬁlnl:l\:‘/’igetables - Cash Va ;39.00 ?;’Q;e Ersl.:t & Vegetables Cash Value izr;t-aﬁlliv\\/fi(g:etables - Cash val igg.on ?EQQE
rema I ning fOF a ” fa m| |y Juice - 5:; 0z ;uice - All WIC - 64 oz carton 3 CTNR Juice -,6,4 0z iuice - All WIC - 64 oz carton 3 CTNR
members. Milk - Fat Reduced M:lk ?r Soy(1% &Nonfat) AlW  7.25 Milk - Fat Reduced Milk or Soy(1% & Nonfat) AlW  7.25 Gallon
This includes the earlier
changes with Jane. See
area for added
tofu and reduced milk.
e Replacement Fl Details
= New benefits if
replaced. Foods reflect
all changes to date
v' Jane’s tofu
Cascade Steps — Replace Current Benefits May 2025 Page |9
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v' John’s soy-based
beverage (see
red).

e When done changing all of
the Rx in the family, select
Save.

10. Verify Foods Replaced on WIC
Card:

Status Message

i,) Replace current month food
instrument is successful.

The system will automatically take
you to the Food Instrument List r

. . [
and you will see the following: _ e _ —~ _ e
Print Shopping Lrst] |Vord5elected] | Replace ] | cancel ] <ol oL SERICY:
ria
X Benefit Month Number Quantity | uom | Description
e Status Message will appear
. : 4/30/2025 thru 5/27/2025 11348084 $99.00 $§5S Fruit and Vegetables - Cash Value Benefit
conflrmmg current month 14606 pa— —
fOOd instrument was 11348084 96 Ounce Whole Wheat Bread or Whole Grains
replaced- 11348084 3 Dozen Eggs - all WIC
11348084 4 CTNR Peanut Butter/Beans All WIC
11348084 22_Ounce Fish - All WIC
. . . . 11348084 3 Gallon Soy-based beverage
[ ]
Print §hopp|ng List to confirm 11348084 7.25 Gallon Milk or Soy(1% & Nonfat) All WIC-Cow,Goat, Soy ||
what is currently on the WIC 11348084 108 Ounce Cereal All WIC -hol /cold
Card EBT account. It Should 11348084 3 CTNR Juice - All WIC - 64 oz carlon

reflect all changes.

IMPORTANT: Once a new food Rx has been created and benefits have been replaced, you MUST wait until next day for any changes to that participant’s Rx!
Cascades must see a difference in food Rx for further replacements.

DO NOT void replaced benefits, this could potentially cause loss of some benefits.

Cascade Steps — Replace Current Benefits May 2025 Page |10
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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.

' . ﬁliE"KEE}?Eﬁ C WASHINGTON
of |

DOH 961-1171 May 2025
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