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Add a Family 
 

1. Click on Participant/Family Search 
 

 
2. Enter some of the information for the Responsible Adult.  For example if you are looking for 

Kinsey Adair your search might look as follows: 

 
3. Click on Search button 
NOTE:  This action checks to see if the participant is already in the WISPr system 

 
4. If no match is found, click on Create a New Family button 

 
5. Enter as much information as possible for the Responsible Adult.   

• Foster Family: If this is a foster family select the box next to ‘This is a Foster Family’ 
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1. Regular or Foster family enter the following information: 
 

2. Select if the participant is homeless 

 
3. Enter their physical address and select from dropdown their Proof of address 

NOTE:  By entering the Zip code, the City and County fields will automatically populate  

 
4. If their Mailing and Physical address are different uncheck box and enter the mailing address 

 
5. Enter participants contact information (if applicable) 

 
6. Enter Authorized Signer (if applicable) 

 
7. Select if participant is a migrant 
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8. Save/Reset buttons: 
• Click on Save to save the entered information 
• Click on Reset to clear all information that has been typed into this page 
  

 
 

NOTE:  The following Success message will display:   

 
 

1. To add RA as a Participant: 
• As in previous steps enter the participants required fields First and Last name (enter as much 

information as possible).   
 

2. To select the RA as a Participant, select box below first name  

 
3. Enter the Social Security Number (SSN) 

• NOTE:  This is not a required field 

 
4. If participant has a Preferred name, select the box and enter name into fields 

 
5. Select from dropdown Years of Education for participant 
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6. Select the participants Ethnicity and Race information 
 

 
 

7. Select participants Language from dropdown (if participant needs an interpreter select Interpreter 
box) 

 
 

8. Enter Application Date 

 
9. Select Proof of Identity from dropdown 
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10. Select if participant is Physically present from dropdown 
 

 
 

11. Select from Category dropdown if participant is Pregnant, Post-partum, or Breastfeeding 
 

 
 

12. Fill in the rest of the information  
 

13. Save/Reset buttons 
• Click on Save to save the entered information 
• Click on Reset to reset to clear all information that has been typed into this page 

 

 
 


