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	[bookmark: _GoBack]SUMMARY:   
Use Client Intake page to add new or edit an existing Client intake record; search for client in fields at top right on page
	 

	START:  ON CLIENT INTAKE PAGE: 
· CLICK NEW HOUSEHOLD
· ENTER NAME, DATE OF BIRTH AND SOCIAL SECURITY NUMBER, EACH ITEM ALSO HAS A DATA QUALITY CODE FIELD
· CLICK SAVE
Blue fields are required
System will search after Name/DOB 
and after SSN to find any existing matches
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	NEXT:  ON CONTACT TAB: 
· ENTER ADDRESS AND CONTACT INFORMATION
· CLICK SAVE
Address data is shared among household members, each member can have their own phone and 
email address data
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	NEXT:  ON DEMOGRAPHICS TAB: 
· SELECT ANSWER FOR ALL REQUIRED FIELDS IN DROPDOWNS
· SELECT APPROPRIATE RACE(S)
· CLICK SAVE
Some items may fill automatically
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	NEXT: ON INCOME TAB:
· IF NO INCOME, LEAVE ‘NO FINANCIAL RESOURCES’
· IF THERE IS INCOME, SELECT APPROPRIATE INCOME SOURCE AND PAY INTERVAL, ENTER STATED INCOME
· SELECT NON-CASH BENEFITS AND INSURANCE INFORMATION
· CLICK SAVE
Click ADD to create additional income records as necessary and repeat process 
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	NEXT: ADD ADDITIONAL HOUSEHOLD MEMBERS:
· CLICK NEW MEMBER
· ENTER NAME, DOB, SSN DATA AND SAVE
· REPEAT CONTACT, DEMOGRAPHIC AND INCOME STEPS
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	Make sure you check and verify all client data before enrolling a returning client into a new Program
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