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Desktop Reference- Steps for Using the PA50 Screen 
 
Adding the Head of Household: 
 

  

Step 2:  
Detail tab, <F5> Add 

Step 1:  
Verify the name of the HOH is in the 

Participant Standard Processing Block 

Step 3: 
Select “New Family” 



PA50 Desktop Reference- Steps for Using the PA50 Screen  January 2015  2 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 4: 
Is the HOH participating in WIC? 

YES- check this box 
NO- leave this field blank 

<F4> Save 

After we save, the “Active 
Family Summary” tab will 

display the HOH and newly 
generated Family ID 
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Adding Participants to a HOH: 
 
 
 
 
 
 
 
 
 
 
 
 

 
Adding Additional Family Members: 
Step 1: Verify the HOH is in the Participant Standard Processing Block 
Step 2: in the Detail tab, <F5> Add 
Step 3: Select “Add to Family ID” 
Step 4: search by Participant ID or “Last Name” and “First Name” 
Step 5: Select the person you want to add 
Step 6: complete the “Relationship” field 
Step 7: <F4> Save 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: 
You have 2 options: 

1. in the “Detail” tab, <F5> Add 
or 

2. in the “Active Family Summary’ 
tab, with the HOH highlighted, 
<enter>, <F5> Add 

Step 2: 
Select “Add to Family ID” 
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Step 3: 
Search for the participant you are 
wishing to add to the Family ID by 

entering: 
“Participant ID” 

or 
“Last Name” and “First Name”  

Step 4: 
Select the participant you 

want to add 
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Step 5: 
complete the “Relationship” field,  

<F4> Save 

We have now 
successfully added a 
participant to a HOH! 
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Adding the Head of Household: 
 

Step 1: verify the name of the HOH is in the Participant Standard Processing Block 
Step 2:  in the “Detail” tab, <F5> Add 
Step 3: select “New Family ID” 
Step 4: is the HOH participating in WIC? 

YES NO 
check the “Receiving Benefits in this Group” field leave the “Receiving Benefits in 

this Group” field blank 
Step 5: <F4> Save 

 
 
Adding participants to a Head of Household: 
 

Step 1: in the “Detail” tab, <F5> Add 
Step 2:  select “Add to Family ID” 
Step 3: enter “Participant ID” or “Last Name” and “First Name” 
Step 4: select the participant you are wanting to add 
Step 5: complete the “Relationship” field 
Step 6: <F4> Save 

 
 


