
                                           Approved 1/2023                                                    Page 1 of 11 

Making a BFET Referral in Barcode 
This desk aid will walk eligibility staff through the process of making a BFET referral in Barcode and 

includes the additional steps taken by VCMC to complete BFET screening and provider selection.  

BFET providers help connect clients with specific BFET services in their local area. 

Referrals to BFET providers are made through the client’s ECR. 

Basic Food APP/ER/Change creating a Work Registrant: Eligibility Staff 
 

Step 1: In the ECR, Open Work Registrant Scripts:  

 

 

 

 

A. If you identify the caller or someone else in the assistance unit 

as a Work Registrant (including ABAWDs), please navigate to 

the A.C.T. tab in the client’s ECR. 

B. From the A.C.T. tab, click on the button for ‘Scripts.’ 

C. When the BC Call Scripts box pops up, click on the button for 

‘Work Registrant Script’ 
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Step 2: Select Work Registrant status  

 

 

  

2. The ‘Work Registrant Script’ window will open. 

A. Double-click on the mandatory Work Registrant’s name  

B. In the new window, select their Work Registration status.  

i.  ‘Exempt’ to indicate that the person has no work requirements;  

ii. ‘ABAWD’ to indicate that the person falls into the ABAWD category; or  

iii. ‘Work Registrant’ to indicate that the person has work requirements, 

and is not considered an ABAWD. 

For assistance see the Work Registration Desk Aid “Barcode WR Script” column.  

C. After hitting ‘Save,’ your selection will update the Work Registrant Script 

window with script options relevant to the choice. 

 

https://csd.esa.dshs.wa.lcl/training/jobcoaches/CSD%20Desk%20Aids/Basic%20Food%20Work%20Registration%20Desk%20Aid.pdf
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Step 3: Read required scripts 

 

3. Each script option that appears will need to be read to the client. Click on each one to open the 

script. Below the two scripts there is a mandatory third script to be read to all work registrants 

that offers the client a BFET referral. 

 

The 3 script options will show based on Work Registration status of the household members. 

For Exempt: No scripts. However if the client is interested in BFET (such as a student), a 

BFET referral can be completed through the Barcode Referrals tab.  

For Work Registrant: Work Registrant script & BFET script 

For ABAWD: Work Registrant script & ABAWD script & BFET script 
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Continued- Step 3: Read required scripts 

 

 

 

 

  

If you are speaking to a Work Registrant who is an ABAWD, also read the BFET ABAWD 

Script to the client and then click ‘Exit.’ 

 

Read the BFET Work Registrant script to the client, and then click ‘Exit.’ 
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Step 4: BFET Referral 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is the last step that eligibility staff will complete.  

The rest of the referral process will go to the VCMC. 

WARNING: If you click 

Exit, it will not save. 

4. Read the script about the BFET program. 

A. If the Work Registrant would like to discuss BFET options, 

click ‘Client accepts BFET.’ 

or 

B. If the Work Registrant is not interested in BFET options, 

click ‘Client declines BFET.’ 

Enter any notes in the ‘tickle notes’ box, if applicable.  

Click the ‘acknowledgement box’ at the bottom of the window. 

Click on            
“Complete Referral” 

once you have finished. 
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BFET Screening and Provider Selection: Virtual Case Management Center 

(VCMC) Staff 
 

BFET referrals will go into a pool at BFT@152 for the VCMC to contact the client. Once they connect with 

the client they will continue with the BFET screening.  

 

BFET Screening: 
 

Step 1: Open BFET Screening  

From the client’s ECR click, 

1. ‘Referrals’ tab 

2. ‘E&T Referral’ 

3. ‘BFET Screening’ 
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Step 2: Ask screening questions 

Ask all 5 questions to determine 

which component(s) will fit the 

client’s needs. 

If the client says yes to #1 but no 

to #2 you will not do a job 

search/training component. The 

client has to say yes to both #1 

and #2. 

Continue to ask questions #3-5 for 

education components.  

Note: all five questions 

must be asked. 
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Step 3: Select provider(s)  

 

 

  

Based on responses to the five screening 

questions the appropriate boxes will 

highlight. Click on the  button 

under each component option to pick the 

appropriate provider.  

The providers you pick here will auto 

populate into the 10-674 letter that will be 

sent to the client. 
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Continued- Step 3: Select provider(s) 

 

 

  

Based off the choices made above – a list of BFET providers will populate as options for the client 

to choose from. If there are multiple components you will select a provider for each one. 
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Step 4: Send letter 

 

After choosing the providers for each component the client is 

interested in, click Send Letter.  



                                           Approved 1/2023                                                    Page 11 of 11 

 

BFET Referral Letter 

 

Clients will receive a letter showing the 

BFET providers chosen during the 

referral process. 


