	These instructions start on the Service Request (Case) screen.  For instructions on how to get to the case screen for a consumer, see Panel 2 of this Quick reference Card (View an Existing Case).
View/Update an Existing Assessments

From the Service Request (Case) screen:

1. Click on the Assessments button.

2. Under the heading View an Existing Assessment, click on the button corresponding to the assessment you wish to view and/or update.

3. Make any appropriate changes to the assessment.

4. Click on the Back button.

Add a New Assessment

From the Service Request (Case) screen:

1. Click on the Assessments button.

2. Under the heading Create a New Assessment, click on the button corresponding to the assessment you wish to add.

3. Record all appropriate information in the assessment.

4. Click on the Back button.


	These instructions start on the Service Request (Case) screen.  For instructions on how to get to the case screen for a consumer, see Panel 2 of this Quick reference Card (View an Existing Case).
Assign Funding Agencies

From the Service Request (Case) screen:

1. Click on the Funding Agencies tab.

2. Click on the New Record button.

3. Select an agency name.

4. Select the status of Active and enter a start date.

5. Click on the Details… button.

6. Verify that all Agency information is correct.

7. Click on the Contact Person tab.

8. Select the appropriate contact person.

If the contact person is not on the list, click on the New Contact button.  Then enter all relevant information for the contact and click on the Close button.

9. Click on the Back button.
	These instructions start on the Service Request (Case) screen.  For instructions on how to get to the case screen for a consumer, see Panel 2 of this Quick reference Card (View an Existing Case).

Record Consumer Situations and Circumstances

From the Service Request (Case) screen:

1. Click on the Situations button.

2. Record all appropriate Situations on the situations tab.  At intake, fill in the intake column.  During exit, when you are closing the case, fill in the exit column.  Note!  Intake and Exit Situations are needed for the 704 report to determine number of people moving to and from Primary Care Facilities

3. Click on the circumstances tab.

4. Record all appropriate circumstances.

5. Click on the Back button.
Print a Profile of a Consumer

From the Service Request (Case) screen, click on the Print Profile button.
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	View an Existing Case

There are two main methods of getting to the Consumer Case screen.  Both methods are described below:

Method 1:  By Consumer

From the Main Menu:

6. Click on Consumers button.

7. Enter any or all of the following information for the consumer:  first name, last name, Social Security Number and/or birthdate
After leaving each of the fields, the system automatically searches for possible matches and displays them in the listbox at the bottom of the window.  Along with names of possible matches, the listbox shows a column with the header ‘Match’.  This column lists an indicator specifying how strong of a match each record is to the criteria you entered.  The more criteria you enter on this screen, the more accurate this indicator and the more likely you are to find the consumer you are seeking.

8. Click on the consumer’s name to select it.

9. Click on the Goto button or double-click on the name to go to the consumer record.

10. Click on the Request for Service tab.

	11. Double-click on the record selector box to the left of a case record.

Note that cases without an exit date are active, while those with exit dates are inactive.

Method 2: By Staff Member
From the Main Menu:

1. Click on Staff (Active Consumer List) button.
2. Select the appropriate staff member from the list.

3. Click on the OK button.  Click on the Case Details button. 

Close a Case (Make it Inactive)

From the Service Request (Case) screen:

1. On the Intake Information tab, fill in all information under the heading Exit Information.

2. Enter the Closed Date.
3. Enter Exit Status
4. Enter Reason Closed
5. Select Closed as the Case Status.
6. Enter any Exit Comments as desired.
	Add a New Case

These instructions outline adding a case for an existing consumer.  If you would like to add a new case for a new consumer, you must first follow the directions for adding a new consumer on the Consumers Quick Reference Card.
From the Main Menu:

7. Click on Consumers button.

8. Enter any or all of the following information for the consumer:  first name, last name, Social Security Number and/or birthdate
After leaving each of the fields, the system automatically searches for possible matches and displays them in the listbox at the bottom of the window.  Along with names of possible matches, the listbox shows a column with the header ‘Match’.  This column lists an indicator specifying how strong of a match each record is to the criteria you entered.  The more criteria you enter on this screen, the more accurate this indicator and the more likely you are to find the consumer you are seeking.

9. Click on the consumer’s name to select it.

10. Click on the Goto button or double-click on the name to go to the consumer record.
	11. Click on the Request for Service tab.

12. Click on the New Request button.

13. Enter all relevant information on the intake information tab.

14. Click on the Reason Seeking Services button.

15. Select as many reasons as appropriate.

16. Click on the Close button.

The basic case record has been created.  If you would like to enter any goals, contacts, situations or funders at this time, follow the directions on this Quick Reference Card as well as those on the Goals and Contacts Quick Reference Card.
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