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	[bookmark: _GoBack]SUMMARY:   
Use Exit Clients from Program page to provide an end date of your Client’s Case File
	 

	START:  ON EXIT PROGRAM TAB: 
· CLICK BEGIN EXITING CLIENT OUT OF PROGRAM
· ENTER DESTINATION  AND REASON FOR LEAVING AS NECESSARY
· CLICK SAVE
If Family/Household Program, the Select HH Member popup window will be displayed
· SELECT HOUSEHOLD MEMBERS WHO WILL EXIT
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	NEXT:  ON EXIT 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
· CLICK END, THEN CLICK SAVE ANSWERS
Remember to answer questions for 
each Household Member
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	NEXT:  ON SNAPSHOT MANAGEMENT TAB: 
· UPDATE INCOME INFORMATION FOR ALL HH MEMBERS
· ADD, EDIT OR DELETE INCOME RECORD AS NEEDED
· ADD OR EDIT NON-CASH AND INSURANCE
Make sure you are editing the LAST Snapshot 
(2 of 2, 3 of 3, etc.)
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	LAST: ON EXIT TAB
· ENTER THE DATE OF YOUR CLIENT’S PROGRAM TERMINATION DATE
· CLICK EXIT CUSTOMER(S)
Make sure Client’s Exit Income has been updated 
in the Snapshot and all Services are up to date 
before finalizing Exit
Optional: Case Managers have the option to use 
the Follow-Up tab to collect additional information about the Client after exit while keeping 
their original case file closed
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Begin  Exit Process


Answer Questions


Update Income


Final Exit
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1.2 subsidy Type associated with destination [,1

2.4 1s this move permanent (more than 90 days) or temporary? [, ]
Permanent

Transitonal

Client doesn' know

Clientrefused

*3.%  Type of housing in which the client was placed? [,]
Emergency Housing
Transitonal Housing

Permanent Housing
None

4. Do you have a physical disability? [, ]
Answer |

5.4 Physical Disability: Expected to be of long-continued and indefinite duration and substantially impairs ability to live independently. [, ]

No
Yes

Ciient doesn't Know
Ciient Refused

6.4 Physical Disability: Documentation of the disability and severity on File. [, ]

7. If yes,Have you received services/treatment while in the program? [, ]
Ansuer|

*2 % Nn vou have a develonmental disabilitv? [ .1
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