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FI Printing 
 
Clients in the same family may have different number of months worth of FIs available to 
print.  Uncheck the FI check boxes for months after the next scheduled appointment as 
needed to ensure the client attends their next scheduled appointment. 
 
Coordinating Appointment Requests 
 
Appointment requests for 2nd Nutrition Education appointments or mid-cert health 
assessments may be modified to occur in the same months for all family members. 
 
1. Select the client whose appointment requests are to be modified. 
 
2. Click the “Modify Request” button. 
 
3. Make the necessary changes to the request. 
 
4. Click “Okay.” 
 
Printing Functions 
 
Vouchers can be sent directly to the printer or to the print queue from the 
“Family Summary Screen.” 
 
1. Click on the “Print Selected FIs” button to send vouchers with boxes 

checked directly to the printer. 
 

♫ NOTE:  This function replaces the “Print on Demand” function. 
 

 
 

Figure 12: Printer Buttons 
 
2. Click on the “Place on Print Queue” button to send vouchers with 

boxes checked to the print queue. 
 
♫ NOTE:  Review Chapter 5, Lesson 101 Printing FIs – Print Queue” for instructions on 
printing vouchers from the print queue. 
 
3. If your agency has more than one printer, clicking either button will 

enable the “Set Default Printer” pop-up. 
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Figure 13:  “Set Default Printer” Pop-up 

 
4. Select the appropriate printer. 
 
5. Click “OK.” 

 
♫ NOTE:  A default printer must be selected the first time a user attempts to print 
vouchers or place them on the print queue after each time they log on to TWIST.  
You will not be able to do either of these functions until a printer is selected. 

 
 Tips and Shortcuts: 

 
• There are Fast Paths to the FSS from many different client screens.  Fast Paths from 

the FSS are: 
• Certification, Infant/Child 
• Certification, Temp Newborn 
• Certification, Woman 
• Client Master Demographics 
• Complaints 
• Daily Clinic Schedule 
• Enrollment 
• Family Appointments 
• Food Instrument Look-up 
• Manage Print Queue 
• View Client Status 
• Void Issued FIs 
 

• If a client has both requests and appointments for one month, the system will display 
the first non-GE appointment for the month. 

 
• Food Package assignments should not be changed while vouchers are on the print 

queue.  Remove vouchers from the queue before making any changes. 
 

☺ See Job Aid “Family Summary Screen Codes” for more information. 
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• There is no “Save” functionality on the FSS except for actions taken using one of the 
buttons.  Any changes made in the “FI” field will not be saved. 
 

• Clients who are receiving replacement FIs for previously printed FIs may have 4 check 
boxes available.  Since the print queue can only accommodate 3 months at a time, only 
3 will be checked.  You will have to print the replacement and then return to the FSS to 
print the remaining months vouchers. 

 
 Practice Activities: 

 
Using the Practice Data Base, follow the steps below to print FIs. 
 
1. Open the FSS. 
2. Select a client. 
3. Select the number of check boxes to print FIs. 
4. Click on the “Print Selected FIs” or “Place On Print Queue” button. 
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