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	[bookmark: _GoBack]SUMMARY:   
Use Enroll Clients into Program page to create and manage your Client’s Case File
	 

	
· THE CLIENT DASHBOARD PUTS KEY CLIENT INFORMATION AT YOUR FINGERTIPS
· YOU CAN SEARCH BY CLIENT, HOUSEHOLD OR YOUR ENTIRE CASE LOAD
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	START:  BEGIN ENTRY PROCESS ON ENTRY TAB: 
· CLICK NEW
· SELECT PROGRAM AND ENTRY DATE
· ANSWER ANY ADDITIONAL INFORMATION AS REQUIRED
· CLICK SAVE
If Family/Household program, the Select Household Member Popup window will be displayed
Case Manager and Consent may be changed if needed after Save
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	NEXT:  ANSWER ENTRY QUESTIONS ON QUESTIONS TAB: 
· ANSWER REQUIRED QUESTIONS
· CLICK NEXT OR PAGE NUMBER TO ANSWER ADDITIONAL QUESTIONS
· SOME QUESTIONS MAY REQUIRE A COMMENT OR MAY JUMP TO ANOTHER QUESTION BASED ON YOUR ANSWER
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	LAST: SAVE ANSWERS ON RESPONSE SUMMARY TAB
· CLICK END TO VIEW RESPONSE SUMMARY
· REVIEW YOUR ANSWERS
· TO MAKE CORRECTIONS, SELECT THE GROUP AND CLICK RETURN TO QUESTION
· CLICK SAVE ANSWERS WHEN COMPLETE
· YOU MAY NEED TO ENTER DATE AFTER SAVING
History tab may display any answer edits
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