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Overview of Central Intake Section

All Clients will go through an intake process. The Head of Household will be recorded first, and then other Family
and/or Household members can be added. A search will always be conducted first to make sure duplicate entries
have not been created; Users should also take care to use Client Legal Names to make searches easier.

The information entered in Central Intake will be captured in a Snapshot at the time of Program Entry; any later
changes to the Central Intake information after Program Entry will not affect the information captured. See the
User Guide for each module for more information about editing the Snapshot.

Required items are shaded a light blue; these items must be complete in order to add a Client to the system.

Glossary

Domain is the physical instance of the software used for one collaborative; there may be a Production domain
and a Training domain

Application is the designation given to the collection of pages in the system used for a specific type of program,
i.e. HMIS, Head Start, CSBG, or Weatherization; only one Application can be used at a time

Organization is an Agency set up to use the system

Program is a program within the Organization; it will include one or more Program Components, Target Goals and
Activities

Household is the grouping of Clients who live at the same address

Family is the grouping of Clients in a Household who are related by blood, marriage or adoption; there may be
more than one Family in a Household

The Basic Process of creating a new Client in the system
Search for Client

Create Client Intake record with contact information

Record demographic information

Record income information

Create other Family and/or Household members and add demographic and income information for each
Create Employment and Education records

Upload necessary documents

Create initial Assessment

Enter Client into Program (see Application guide for more information)

a Use Go To Entry button to open Entry page with active Client

OCooNOOUL B WNER
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Common Elements to Intake pages

NEW and SAVE buttons
1 Most pages will have a NEW button
a This starts the process on most pages
b On the Household page, however, it starts a record for a new household member; you will use NEW only
after recording the demographic information for the HOH Client
2 Most pages have at least one SAVE button
a Make sure to use the SAVE button located in the section in which you’re currently working

Grids

1 When information is created and saved, it will appear in a Grid on the page

2 To select arecord click in the HouseHald Members {1 of 4} |
space to the left side of the row FistMame 7 LastMame 7

BithDate %57 Bithvear % HeadOfHouseH
a The entire row should be

highlighted blue when

ilma

| p Flintztone 02/02/1975 1975 -
selecte
Pebbl Flintst 02/02/2004 2004
3 Most Grids show the number of e reone O
Joe Flintstone 02/021976 1976 -

the active record and the total
number of records (i.e. 1 of 4) |4l | |
4 Sort the records in a Grid by clicking on any Column Heading
a Click a second time to sort in the reverse order
5 Click the Filter icon located on the right side of many column headings to filter the list by any of the items that
appear
6 Place the cursor at the right edge of a column heading until it becomes a cross, then drag it to the right or left
to widen or narrow the column
7 Change the order of the columns by clicking on a column heading and dragging it to a new position
a The columns will not stay in this order the next time you log in

Selecting Client on page

Other than the two initial Intake pages, all Central Intake pages have a Customer dropdown at the top of the page;
all household members of the active Client will be displayed in this dropdown.

1 Select the Client to use in the Customer dropdown

Current Client as well as Head of Household will be displayed in top Status Bar.

|
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Initial Client Intake

The HOH Intake or Client Intake page is for recording all pertinent Client contact information including name,
address, and date of birth. Always start Client Entry with a search to ensure duplicated Clients are not created. If
entering entire household, start with the Head of Household, other family and household members will be entered
on the Household Demographics page, see that page for instructions.

If this page is opened after searching on the Client Listing page, the Client record will appear grayed out if the
initial intake was done at a different Agency. Click the ADD button to add permission rights for your Agency.

Note all required fields are shaded light blue.

3 CSBG-[AS1AgencyAdmin]

! File View Report Options Help
oD R Qg E I CSAS S d b B Addes i@ aes://centralintake/demographics
i CSBGLA w|i HOH Intake HOH Name: FredFlintstone’ Client Name: | Fred Flintstone
[ avigater O [ New | [ Save Consent Consent ExpDate _ Status
= Central Intake Con o Rehsod Fred Flintstone [System  ~|| 02102016 & v ||Alve -
HOH Intzke [ N SSNCode | First Name Midde  LastName Suffix Date of Birth DOBCode
Client Demographics i 1 1 —
Frofile - [ > ][pentkno | Fred | || Flintstone || |[ozo2ns;2 3 v ||Fu -]
Referral Last Known Permanent Address
E"‘P'W”“;"" Education Strest # Strekt Name Street Type Unit Type Unit #
OCUmen [ A
—Client Listing | 145 | xl| uny ||Lane =I5 = lremtment  +] | A |
Referral & Respense City County State Zip Zip Data Quality  Country [¥  Head of Household Address
(=rtea]s 1 Y | rermry—— | rrv———— | ra—— 0
ey [Bedrock x| |los Angeles | w[JCA  w[[segzs- |fFul =l JUsA [/ Clear ][ SelectAddress |
Program Services : | : e — )
Client Profile Preferred. First Name | ._:F’referred Last Name | Ilde.rmﬁer | 1024571 | I Birth Year
Case Notes Phone i{_)—_— x, | PH Type |Home Phone | Phone Mo. Alt |[_]-_— I ! PH Type |Home Phone -
Exit PI'DQI'EITI _| e
Listing Email | | Contact Preference [l -
i Gy Mailing Adiress: PO B 45452, Badrock, G4 99995
(- Billing A : g
Selected Clit]  Househald Added By My Organizaion ) ]
Client Listing {1 of 3}
Firstha ¥ lastNamg <7 BirthOate < BirthYear ¥ HeadOfHouseHold 7 D A |dentifier |
p | Fred Flintstone 02/0215y2 I - I3 1024571 1024371
| ilma / intstone 0202/19{8 7\ O 2000000 2000000
F'ebbl-e)é Flintstone DZ.I'DZI'ZDqB F I 2000001 2000001
1< \ >
/ / Date Add: Feb 10009 12:004A User Add: ASTdverda Date Mod: Aug 7 2009 12-00AM User Mod: ASTdverla

Navigati/ng the D
e The NEW button clear

mographics Page
all fields and starts a ngw record

e Enter Client name in Head of Household|Check fields onlyjto search for existing Client

e Light blue shaded fields are required

e After SAVE, information will appear in CLIENT LISTING GRID

e After additional family/household members are added onla different page, they will appear in the CLIENT LISTING
GRID once the SRINK LIST TO CURRENT HOUSEHOLD or SHRINK LIST TO CURRENT FAMILY buttons are clicked

[ )

If Mailing Address was created in Family contacts popup, it will appear directly beneath address information
e [f Client was initially entered by this Organization, red letters will state that fact

Central Intake Guide Page 3
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Client Searches

The system will search for a Client record three times during the intake

process:

1 After afirst and last name is entered in Head of Household Check
fields

2 After a Social Security number is entered

3 After First Name, Last Name and Date of Birth is entered

If there is a match, the Select Client popup window will appear displaying

all matches.

4 Select the Client record to use

5 Click SELECT button
a If norecordis correct, click the CANCEL button

Client information will appear on the page.

6 Check for accuracy

7 If changes are made, click SAVE button

8 Go to next page in Navigation Bar to check Client demographic information

Create New Client
1 Click NEW button at top of page

> Always start Client Intake with a
search to avoid duplicate entries

> Use Legal Names to avoid having
a Client entered more than once
with different versions of the same
name (i.e. William, Bill, and Billy)

> If Client record appears grayed
out here, click the ADD button to
add permission for your Agency

> Use the Client Listing page for a
more Comprehensive Search

If Consent was refused, click to create checkmark in Consent Refused box and see If Client Refuses Consent below.
2 Enter Client name in Head of Household Check fields if conducting a search, otherwise leave blank

3 Enter Social Security Number

a If SSN is not known or not being collected, leave blank and select DON’T KNOW in SSN Code field

4 Enter Social Security Code
This field is required
Full = entire number is entered
Partial = some digits are missing
Don’t Know = it is not known or being collected
Refused = Client will not give numbers
5 Enter First Name, Middle Name, Last Name and Suffix
6 Enter Birth Date
a Single digit months and dates must be 2 digits, June 6 = 06/06
7 Select DOB Code
a Full = entire number is entered
b Partial = some digits are missing
¢ Don’t Know =it is not known or being collected
d Refused = Client will not give numbers
8 Enter Last Known Permanent Address information
Street # field is separate from Street Name and Street Type
Direction indicators can go before or after Street Name
Unit Type and Unit # is for apartments, suites, etc.
City, Zip Code, State

m QO 0O T o

T QO O T w

9 Enter Preferred First and Last Name (Alias) if needed
10 Identifier will fill in automatically after SAVE

> Create the Head of Household on
this page; additional Family and
Household members will be created
on the next page

> Reports will look better and
searches will be easier if names are
entered with a capital first letter and
remaining letters lower case (Fred
Flintstone)

> Editing an address on this page
will change it for all household
members

Zip code is not required, but Zip Data Quality IS required, Full = first five digits

a Identifier may be entered if not using name information (see If Client Refuses Consent below)

11 Enter Phone numbers and Phone Types

12 Enter Email address

13 Enter Contact preference

14 Click SAVE button when all required fields are complete

a Client name will appear in CLIENT LISTING GRID and in top status bar when Save is successful

15 Go to next page in Navigation Bar to complete Client Intake

Central Intake Guide Page 4
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Use Existing Address

1 Enterseveral letters or numbers of address

2 Click SELECT ADDRESS button

3 Select address in popup window that appears
4 Click OK button

Create Family Contacts

1 Click ADD FAMILY CONTACTS icon button
located above the CLIENT LISTING GRID

In popup window, click NEW button

Enter or select Contact Type

Enter or select Relationship

Enter all Name and Address information

Click SAVE button

Repeat for additional contacts

Click CLOSE button when finished

O NOYUL B WN

Record Mailing Address
1 Click ADD FAMILY CONTACTS icon button
located above the CLIENT LISTING GRID
2 In popup window, click NEW button
Select mailing Address as Contact Type
4 Enter Name and Address information
a Phone and Email can

w

75 HMIS-[AS1UserGroup]

> Family Contacts are people liked to
the Family in some way that the
Agency may want to track; they may
be emergency contacts, doctor,
neighbor, etc.

> Family Contacts are NOT added to
the database as Clients

> Family Contacts are shared by all
members of the Family

> This is also the place to enter a
Mailing Address if different than the
Physical Address; the Mailing
Address will apply to all members of
the Same Family, not necessarily the
entire Household

be left blank it o _ .
5 Click to create [ New [ Sove || Detex | Family Contacts {1 of 2}
k ContactTy Relationshi
checkmark in IS Contact Type Relationship First Name M LastName : B el s
MAILING ADDRESS? [Vaiing Adress ] || Fred. || ||Flinstone |
checkbox AddressT adeesss
. | Il
6 Click SAVE button e e = T
. i L ip
7 Click CLOSE button ]Bedmck ﬂ | LJ [o3999 .|'.’r..,'_il j
when finished T Phone Al
Mailing Address will appear  f/_-__t__|| [ | [ S | |
on Intake page directly E-Mail ; < s
below address information. ! | B Addee? E Close
I Fred Flinistone 2121972 System .

View entire Family or Household in Client Listing Grid
This is only possible once other Family members have been entered on the Household page!

1 Click the SHRINK LIST To CURRENT HOUSEHOLD button
OR

2 Click the SHRINK LIST TO CURRENT FAMILY button

@]

The entire Family or Household of the active Client will appear in the CLIENT LISTING GRID

Central Intake Guide Page 5
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Jump to Program Entry page
This will open the Program Entry page with the active Client; more information must be entered on the Household
page before the Client may be entered into a Program.

1 Click JUMP TO PROGRAM ENTRY button

Jump to Beds page
This will open the Beds Assignment page; Client must be entered into a Program before assigning to a Bed.
1 Click JUMP TO BEDS button

Start Swipe Card Process
See Swipe Card Guide for complete process

If Client refuses Consent
1 Click to create a checkmark in the Consent Refused checkbox
2 Enter Social Security Number
a If SSN is not known or not being collected, leave blank and select DON’T KNOW in SSN Code field
3 Enter Social Security Code
This field is required
Full = entire number is entered
Partial = some digits are missing
Don’t Know =it is not known or being collected
Refused = Client will not give numbers
4  First Name and Last Name fields will all be unavailable
5 Enter Birth Date
a Single digit months and dates must be preceded by 0, i.e., June 6 = 06/06
6 Select DOB Code
a Full = entire number is entered
b Partial = some digits are missing
¢ Don’t Know =it is not known or being collected
d Refused = Client will not give numbers
7 Enter Agency ldentifier in middle of screen
a This Identifier will be used for Client searches
8 Click SAVE button
9 Go to Household page to enter demographic information

T Q O T w

Edit Social Security Number

If Social Security Number was entered incorrectly, it may be edited. F CSBG-[MTRAge... [T”E”s_q
1 Click right arrow button next to SSN field| -, —
2 In popup window, enter correct Social Secturity Number New SSN m
3 Select new SSN Code

a If full number was entered, select Full 55N Code  |Full -
4  Click SAVE
5 Click CLOSE [ Save ] [ Close ]
Central Intake Guide Page 6
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Add Demographics/Household Members

The Household page is used to record demographic and income information for the Client and all members of the
household. All additional household members will be added directly on this page without having to go back to the
Demographics page, and will be displayed in the grid at the top of the page. All pertinent information associated
with each additional member (name, social security number, gender, income, etc.) can be added here.

Make sure all household members and all their demographic and income information is added before entering a
Client into a Program.

Note all required fields are shaded blue.

& CSBG-[AS1AgencyAdmin]
! File View Report Options Help

<II I'_“> b4 |'] ?.3 @ @. 63 a @ & Ea K 4 [ Bl address |@aes:a‘a’centralintakeihousehold

i CSBGLA w|! clientDemographics' HOH Mame: | FredFlintstone|  Client Name: | Fred Flintstone_1024971

Phoigsor 93] Househdd Fred

=-Central Intake N Flinistone :
‘_HH e _ HouseHold Members {1 of 3}
e [/ GotoEny . vV  lastame v DateOfBith v BirhYear v HeadOfHouse
I Referral _ [(39 Notes ] ity || . Flintstone u ]
|~ Employment-Ed — Flintstone 212197
o &l Edit | Flintstone 20272006
—Client Listing = | |

— Referral & Response [ Addr History || = HeadofHH |

posee B coes [

- Communication SRS

- Billing

IncgmeSource: StatedIncome
b | Embloyment Inco | 300.00

[fate Add: Feb 102003 12:00AM User Afld: ASldveria Pate Mod: 3/3172010 User Mod: ASdveria

e Active Client/demographic information is in the lower left secfion

e Active Client income information/is in the lower right section

e Buttons to’'manage information/on the page are located in the top left sectipn
e Family and Household membeys will appear in the HOUSEHOLD MEMBERS GRID

e Household income information is displayed directly above the grid

Central Intake Guide Page 7
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Add demographic information for Client

Client Name, Social Security Number and Date of Birth are carried
over from intake page and the age is calculated.
1 Select all additional information in each dropdown

a
b

3533 A" " S0 ho Qo

o
p

Gender

Relation — this is relationship to Head of Family (for first
Client entered will be SELF)
Mother’s First Name
Disabled Status

Veteran Status

Marital Status

Education Level

Ethnicity

Insurance

1% Language

2" Language

Housing

Family Type

Race

> Fields on your page may be slightly
different from what is pictured, but
all required fields will be shaded blue

i) Select as many as apply OR select Refused or Don’t Know shown above blue choices section

These choices may be slightly different in some cases
Click SAVE button in left section

Client will appear in HouseHoLD MEMBERS GRID. If information is added or changed, save changes with SAVE button.

Add or Change Income information for Client

Client income will start with No Financial Resources record. If that is
true, skip to Add Non-Cash Benefits below.

Otherwise, change this record:

Select Income Source

1
2

3
4
5
6

Enter Stated Income

a

Enter income to match pay interval selected next

> If there is an Income Record
already created saying No Financial
Resources, change that record
instead of adding a new record

Select Pay Interval - Weekly, Every Other Week, Twice a Month, Monthly, Quarterly, Yearly
Select Documentation

Enter Comments

Click SAVE on right side of page

a

Use DELETE to remove unneeded record

To ADD additional income records:

1 Click NEW button on right side of page in income section
2 Select or enter the five fields described above
3 Click SAVE on right side of page
4 Repeat for additional income records & CSBG-[AS1AgencyAdmin] [Z][E[g]
Non-Cash Benefit
¥ Food Stamps or Benefits Card [~ TANF Child Care
Add Non-Cash Benefits for Client [ MEDICAID [ TANF Transportation
1 Click Non-Cash Benefits button | u
. . [” State Children’s Health Insurance [” Other TANF-Funded Services
2 In the popup window, click to create checkmark _ _ _ _
. ) ™ WA Medical Services [v¥ Section & or Rental Assistance
next to all benefits received _
. . . § [~ Private Health Insurance v §
3 Ifresponse is not listed, enter in Other field B e T G
4 Click SAVE button .
5 Click CLOSE button when finished
Central Intake Guide Page 8
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Add new Household Members

1

Click NEW button in left side of page

> When adding additional

2 If Consent was refused, click to create checkmark in Consent Household Members, you have the
Refused box option of adding them to the SAME
3 Enter Social Security Number family as the initial Client or to a

a If SSN is not known or not being collected, leave blank and
select DON'T KNOW in SSN Code field

b If SSN exists in system already, message will state that Client
exists in another household and ask if you want to move
Client to current Household

Enter Social Security Code

a This field is required

b Full = entire number is entered

¢ Partial = some digits are missing

d Don’t Know =it is not known or being collected

e Refused = Client will not give numbers

NEW family within the same
Household

> Use the SAVE TO SAME FAMILY
button to save new members to the
same family as an existing member

> Use the SAVE TO NEW FAMILY
button to save new member to a
brand new family

> Use the SAVE button only when
saving changes made to any Client’s
record

5 Enter First Name, Middle Name, Last Name and Suffix
6 Enter Birth Date
a Single digit months and dates must be preceded by O (i.e. June 6 is 06/06)
7 Enter or select remaining demographic information
8 Click SAVE TO SAME FAMILY button to add the household member to the same family OR

Click SAVE TO NEW FAMILY button to add the household member to a new family in the household
a If there are already multiple Families in the household when saving to the same family, a message will

appear asking to WHICH family you want to add the new member
9 Enter Income information (see Add or Change Income Information above)
10 Repeat for additional Household Members
Make sure all family/household members are created and that their demographic and income data is input
before entering the Clients into a Program.

Change Client Address

If changing address for entire Household, return to the previous page and make the change there. If making the

change for one Household Member:

1 Select Client in HOUSEHOLD MEMBERS GRID

2 Click EDIT ADDRESS icon button in top left section of page

In popup window: & HMIS-[DEBAgencyAdmin]

3 To edit address: Edit only this clients addess
a Make changes to Street #

24! Edit Address

Street Mame Street Type Uriit Type Urit #

existing address - || Fisst [Strest =y = =

4 To create new address: i Caunty State County  Zip Zip Data Quality
a  Click CLEAR button v |Loshngeles | [ca <] [united +][ 30201 | [Ful <) [ clear ][ Selectaddress |

to start with blank

fields and enter new
address information I
5 To make Client address match Head of Household address:
a Click UPDATE ADDRESS TO HOH button
b Address will fill in automatically
6 Click SAVE button
7 Click CLOSE button
Changes here will cause Address ID to change for selected Client; address will be changed on Demographics page
for selected Client(s).

UpdateAddresstoHOH |

e
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View Client Address History

The popup window displays all changes made to a Client’s household address information. It can track the

timeframe that a Client resides in a particular household, as well as housing type, payment source, and fee

1 Select Client in HOusEHOLD MEMBERS GRID [*¥ Addr History ]

2 Click ADDRESS HISTORY button
in top left section of page

F¥: HMIS-[AS1UserGroup]

Address History {10f2)
3 To add additional information: Firsthame Lasthame DateOfBirth Date StrestNumber | DirectionPrefix |  Streethame|
> | Fred | Flintstone | 2121972 | 8/8/2008 | 325 | s \ Rocky
a Select address record [Fres [ Fiinistore [z2sm2 | 52008 [75 [s [ Quanry
b Enter new information or change
. . < | >
existing information e
¢ Click SAVE button Start Date [o0en008  (2v| EndDate I =0
4 To delete an address record e e S| i | Ui D
a Select address record to delete i ‘
b Click DELETE button Clies
5 Click CLOSE button when finished Fred  Flinsione 2211972 Sysem

Create Family Contacts
Family Contacts are created on this page the same way as on the Demographic page [ 8. Contacis ]
(see instructions included on Demographics page).

Edit Social Security Number ™ —
If Social Security Number was entered incorrectly, it may be edited. i CSBG-[MTRAge... -_||E|E|

1 Click right arrow button next to SSN field
. : - Mew SSN 123456789
2 In popup window, enter correct Social Security Number

3 Select new SSN Code 55N Code  |Ful -

a If full number was entered, select Full

4 Click SAVE [ save || Close |
5 Click CLOSE

Enter Notes
Put notes about the Client here in Central Intake.

1 Click NOTES button ................. T
2 In the popup window:% : Central Intake Notes {1 of 1)
Z glirk tN(EW t Consent  [Oganization | » \2.1?;??192 I}D-DDV Al?ei?mdw V| type y:ztrenoteunT| 1022
elect Consen e e -3-—7 =
a This determines who can view this Entered By I|$m% B
note Comments < >

5 Select Date and who entered it frRe s ot s s
6 Enter Comments
7 Click SAVE

a Use DELETE to remove unwanted

note record
8 Click CLOSE when finished

Go to Program Entry page

Make sure all Client demographic and income data is input before entering Client into Program!
1 Select Client in HousEHOLD MEMBERS GRID on top right section of page | GotoEntry

2 Click GO TO ENTRY button on left side of page
Entry page will open with active Client.

Central Intake Guide Page 10
AdSystech, Inc. 2010 v446.03302010



Manage Family and Household Members

Change Head of Household

1 Select Client to become Head of Household in HoOuseHoLD MEMBERS GRID at top of page

2 Click HEAD OF HH button[ Head of HH

This Client will now be designated Head of Household, and it will automatically be changed for former HOH.
A warning will appear advising you to update the Relation to HOH for all household members.

Move Individual(s) to a NEW Household
1 Select Individual(s) to move in HOUSEHOLD MEMBERS GRID on top right section of page
2 Click NEW HOUSEHOLD button on left side of page to open popup window | New Household
3 In Household dropdown, select their own name
a Name selected will become Head of Household of the new Household
b If moving more than one individual, all the names will appear here, select the one to become HOH
4 Click MOVE
This moves the Individual(s) to % CSBG-[AS1AgencyAdmin]
a new Household and creates a
Head of Household; it also Household | -]

assigns a new Family ID. A new - m
8 Y TR Search for exdsting HOH using name fields below

address will need to be added
Last N Search
(see Change Client Address = | | [ Search |

above).

Existing Househalds {0 of 0}
LocLastMame LocFirsthame HouseholdID AddressID SecuritylD

| >

W Updste Address to HOH Move || Cancel

Move Individual(s) to a
DIFFERENT, existing
Household
1 Select Individual(s) to move in HOuSEHOLD MEMBERS GRID on top right section of page
Click NEW HOUSEHOLD button on left side of page to open popup window
In Household dropdown, select Search for existing HOH using name fields below
Enter first and last name of the Head of Household in the destination household
Click SEARCH button
Matches will appear in ExiSTING HOUSEHOLDS GRID
a Select the desired Household
7 If Client address should change to the address of this Household, click to create checkmark in Update Address
to HOH checkbox
8 Click MOVE button
a Yes will change the Client address to match the address of the Household they are joining
This moves the Individual(s) to a different, existing Household; it also gives them a new Family ID. If they should
join the Family in this Household, see Move Individual(s) to an EXISTING Family in the same Household below.

U, WN

|
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Move Individual(s) to NEW Family within same Household

1 Select Individual(s) to move in HOuSEHOLD MEMBERS GRID on top right section of page
2 Click NEW FAMILY button on left side of page [ New Family ]
This creates a new family within the same household and assigns a new Family ID to the individual(s).

Move Individual(s) to an EXISTING Family in the same Household

o ; ) . [ Chanage Family ]
1 Select Individual(s) to move in HOusEHOLD MEMBERS GRID on top right section of page

3

2 Select the new Family ID in dropdown box beneath CHANGE FAMILY button “F < 1024—'.1

. . red Flintstane
3 Click CHANGE FAMILY button on left side of page Pebbles Flintstone 200001
Individual(s) will move to the other family, but will leave rest of household as is. "wilma Flintstone 2000000

Mark Client deceased

1 Select Client in HousEHOLD MEMBERS GRID at top of page [ Deceased
2 Click DECEASED button
Household member is removed from screen, but not from database.

Central Intake Guide Page 12
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Add Employment/Education Records

The Employment/Education page is split into two sections for entering previous employment and education
information. Multiple entries can be entered for both sections and will be listed in the grid to the left of each
section.

. CSBG-[AS1UserGroup] == =
: File = Miew = Report = Options ~  Help ~
e % O g E DA E 3K B B Addes Imaes:IIcemraIimakeJ’employment j @ Go

i | CSBGLA v i Employment-Education  HOHMame: | Fred Flintstone | Client Mame: | Fred Flintstone

Navigator 3 x

Custorger |Fred Flirtstone =| El
—-_Central Intake ge

HOH Intake Employment History
Client Demographics Mew | Save | Delete Employers {1 of 1} |

Profile
Employer i Add

Referral Congent | Syst <
eferr I pstem I / » E Rock Quarry 400 Ste

Employment-Education
050941981 = ~|

Documents Emplayer I Rock Quarry D ate From
ID2.-"11.-"2DDS 3: :l

—Client Listing -
Referral ¥ Response itz I 400 Stone Mill Pafy{a}'

+-CSBG Address2 |

*:-—l:ommunicaliun
+—Billing City |Bedrock

e System

¥] State |MD =]

x| 2 [ 22588, upervisor | Joe Granite

Job Status I - l

oulyWage [1165  Interval [weeky =]

County IBedrock

Education {1 af 1}
i
p | Stone Cutter Scha

LocationM ame

822 Stone M arkway

T |

Yocational Trade A

Trade School A

01/30/1990 =l

fug 52008 12:00AM

Naviggting the Employment/Education Page
o Head of Housepold is listed at top of page, along with active Client
e Select Clientin Customer dropdown

ASTUsers Oct 6200812:00AM AS1User

e Employment records are created and displayed in the top section
e Education records are created and displayed in the bottom section
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Create Employment record

1 Make sure correct Client is selected > Employment and Education records
a Use dropdown at top of page to select Customer are not required for Program Entry
b Head of Household is listed at top of page but are useful information
2 Click NEW button in top section > Multiple records can be created for
3 Select Consent Level each Client

a This determines who will be able to see the document
4 Enter or select Employment information
5 Click SAVE button

a Use DELETE button to remove unnecessary record
6 Repeat for additional Employment records

Create Education record
1 Make sure correct Client is selected
a Use dropdown at top of page to select Customer
b Head of Household is listed at top of page
2 Click NEW button in bottom section
3 Select Consent Level
a This determines who will be able to see the document
4 Enter or select Education information
5 Click SAVE button
a Use DELETE button to remove unnecessary record
6 Repeat for additional Education records

Jump to Program Entry
1 Make sure correct Client is selected
2 Click JUMP TO PROGRAM ENTRY icon button at top of page

|
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Add Documents

The Documents form is for listing any pertinent documentation associated with the client (i.e. word documents,
spreadsheets, pictures, etc.) and their locations. If using Swipe Card technology, photos can be stored here to use
on Client ID cards.

i (SBG-[AS1UserGroup]

: File ~ ‘Miew~ Repork~ Options »  Help =

<:| E> x 0w m @ @- @ & @ S0 (ﬁ K 4 Bk B ¢ Address I@aes:IIcentraIintake.fdocumerﬂs j ﬁ Go

¢ CSBELA + i Documents HOHMame: | FredFlintstone | Client Mame: | Fred Flintstone

Mavigatar 3 = - |
Document Image Eustomer * j 1

--Central Intake

HOH Intake

Client D emographics

Profile

Refera

Employment-Education

Documents

L_Client Listing
Referral k Rezponze

+-CSBG
*T—Eommunicatim
+—Rilling
+-System

Documents
New | Save | Update | Delete I Documents {1 of 2}
Consent g = Documenttame 7| Descrption 57| DocumentDate =
S b [ Fred firtstonejpg | Photo 3/16/2007
Description |Fhata / / =l Flinfstones_familyj | Phato 3/16/2007
Mote Entered By IAS1 Usef / j
Phatg/of Fred Flintstone
Mote
dd | 2l
Downloadl Open I
/ / / Aug 5 ZUUB}IQ:I]I]AM AS1Uszes Oct 6200812:00AM AS1Uszer

Navigating the Documents Pgge

e HOH and active Cljént are/isted at top/of page

e Select Client in Qustomegr dropdown

e All saved docupnents afe displayed in the DOCUMENTS GRID

e |f the documgnt is a photo, it will be displayed in the top section

e Information’about the selected document appears in the left bottom section

|
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Add a new Document file
1 Make sure correct Client is selected
a Use dropdown at top of page to select Customer; Head of Household is listed in Status Bar

2 Click NEW button

3 In popup window, navigate to desired document

4  Click OPEN

5 Select Consent Level
a This determines who will be able to see the document
b Each document may have a different consent level

6 Enter or select Description

7 Note Entered by fills in automatically with User ID

8 Enter Note

9 Click SAVE

Record will appear in DOCUMENTS GRID

Update a Document file

1 Make sure correct Client is selected

a Use dropdown at top of page to select Customer; Head of Household is listed in Status Bar
Select file to update in the DOCUMENTS GRID

Click UPDATE button

Open dialog box will open, select new file

Click OPEN button

u b wnN

Delete a Document file
1 Make sure correct Client is selected
a Use dropdown at top of page to select Customer; Head of Household is listed in Status Bar
2 Select record in DOCUMENTS GRID
3 Click DELETE
Record will disappear from DOCUMENTS GRID

Download a Document file to the local computer
1 Make sure correct Client is selected
a Use dropdown at top of page to select Customer; Head of Household is listed in Status Bar
2 Select file to download in the DOCUMENTS GRID
Click DOWNLOAD button
4 Save As dialog box will open, select the location to save the file

w

Open a Document file
1 Make sure correct Client is selected
a Use dropdown at top of page to select Customer; Head of Household is listed in Status Bar
2 Select file to open in the DOCUMENTS GRID
3 Click OPEN button
File will open in program registered to that file type.

Jump to Program Entry
1 Make sure correct Client is selected

2 Click JUMP TO ENTRY icon button at top of page
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Create Eligibility /Profile Record

The Eligibility page is used to do an initial assessment of the Client. An Income Snapshot can be viewed on this
page, but not changed. The Client does not have to be enrolled into a Program to do the assessment.

SBG-[AS1UserGroup]

File = “iew * Report =

Opkions =

Help =

dﬂ Eb b4 ] ﬁ @ 3- E’} & @ S8 {ﬁ M 4 [ Bl addess Imaes:.f.fcemralimake.l‘profile

jﬁGo

i | CSBGLA v i Profile | HOHMame: | Fred Flintstone | Client Mame: | Fred Flintstane
Wit R (B0 W Frd Flirtstone] $ | W | N |
--Central Intake 4
HOH Intake Central Intake Applicatons /L 7 s a1 |
= : ssessments {1 o
Client Demographics -
Profile Hew ﬂl ﬂl F'r/gramDate il Program 5| Active 7|  Resource W7
Referral hssessment Date [D/oBro00e = - | » | #/5i20gs AS1Central Intak - |AsiUses

Employment-Education
D ocuments
L_Client Listng
Refemnal k Responze

+|-— CS5BG
*I-—l:ommunicaliun
+=Billing

e System

W ezponse - Single .

./

IAS'IUserS

e

Aug 5700812:00AM

Azzessment Questions {1 of B}

Eluestion 5| Required 7 Angwer il Comment =7
» D.{te Response - —
Cflstomize Respo Il
l\’olmal Fedfeonze I~ [WezMo
Pfolmal Responze 2 Ves
"hone Respanze —
IF Responge - 5 I

Required

AS5TUzerD

Oct 62008 12:004M

Refresh

ASTUser

Navigating the Eligibility Pgge

e HOH and active Client are listed at top of page

e Select Client in customer dropdown

e Create and Save a newIAssessment in this section
o All existing Assessments will appear in the ASSESSMENTS GRID
e Questions for selections Assessment section will appear in the ASSESSMENT QUESTIONS GRID
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A Profile record may need to be created in order to use the Referral page. If your Agency is not currently using the
Profile questions, just click the NEW button and then the SAVE button, without answering any questions. The
record will be created and the Referral page will be active. Go to the Create Referral section.

Create a new Profile/Assessment

1 Make sure correct Client is selected

a Use dropdown at top of page to select Customer

b Head of Household is listed in Status Bar

Click NEW button

Select Assessment Date

Select Staff member

Click SCRIPT button

a The Assessment will appear in a new window; answer to each question will cause the next appropriate
question to appear

Click SUBMIT in assessment window when finished

7 Click SAVE on Profile page
a Profile record will appear in the AsSESSMENTS GRID and questions and answers will appear in ASSESSMENT

QUESTIONS GRID

u b wnN

)]

View Profile/Assessment Questions and Answers
1 Make sure correct Client is selected
2 Select Assessment in ASSESSMENTS GRID at top of page

. Household Member {1 of 1) Income {1of 2}
Vlew lncome SnapShOt FirstName ¥  LastName 7 DateOfBith IncomeSource 7 Statedincome ) Interval T Documen
1 Make sure correct C||ent is b | Fred Flintstone |2z'2.-'1 972 ‘ » |Veterana Benefits | 76.00 | Every Other \Wee | Self Decla
Selected | Social Security Di | 98.00 | Twice a Month | Socizl Sec
2 Click the $ button to open
Income Snapshot B < | s |l >
popup window Household Income{Yearly) ~ 4328.04
3 In the popup window, view kS Save
a Household Member First Name | Fred ] Middle Name | J
income Last Name [ Suffix :,S"
: Dateof Bith | g202is72 & v | Gender [Male -
b Non-caSh B.eneflts Relation Self | Mother's First Name Mabel |
Demographic i i = Vetersn  [Ves -
|nf0rmat|on Marital Status Mamied - Education Level |High School Diploma
4 TO ed|t demographic Ethnicity Nen-Hispanic - Insurance HMO -
i nfo rm atio n: 1st Language English - 2nd Language Cther -
a Make changes Race [Choose As Many As Apply] [ Refused [ Don't Know
b CI|Ck SAVE button [ ‘white [ Asian [ Black/Mfrican-American | Native Hawaiian/Pacific Islander [~ US Indian/Alaska Native I”" Other |
5 Click CLOSE button when
finished

Close

Fred Flinisione 21211972

Jump to Program Entry
1 Make sure correct Client is selected
2 Click JUMP TO PROGRAM ENTRY icon button at top of page
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Create Note
1 Make sure correct

F7; HMIS-[AS1UserGroup]

Client is selected New Central Intake Notes {1of 1}
. MoteDate 7 MNoteEnteredBy 7 Mote il
N [orgarization -]
2 ClickN butt.on ] Consent  |Orgarization = b | 81812008 12:00:00 | AS1Users | type the contents | 100
3 In popup window, click Date [oB0e2008 & v |
NEW button Entered By  [ASTUser5 |
4 Select Consent level Eom < &

5 Select Date
6 Select Staff entering
note
7 Enter note text in
Comments box
8 Click SAVE button
a  Use DELETE to I Fred  Flinstone  2/211972  System
remove unwanted
note record
9 Click CLOSE when finished
Multiple notes may be created, and may be deleted with the Delete button, this will also display all notes created
on the Household page.

type the contents of your note into this space.

Close

Schedule an Appointment
1 Make sure correct Client is selected 7. HMIS-[AS1UserGroup] A=l 3
= =]

2 Click APPOINTMENT DETAIL button

3 In popup window, enter Start Date and
time [ Appointment Checkln [~ Appointment Kept [ Appointment Ended

4 After appointment, click to create | _i_J . | i
checkmarks in checkboxes

Start DateMime  08/06/2008 |

07:00PM |/S0_  |Minutes

5 Enter times for Appointment Check-In, DriveTime | __ | Minutes

Kept and Ended
6 Enter number of minutes Save | [ Close
7 Click SAVE button

8 Click CLOSE when finished

|
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Create Referrals

The Referral page is for referring Clients to other Programs or Activities, both internal and external. After the Client
has completed the initial Assessment, potential Referral Sources can be set up automatically on this page.
Activities appearing in the dropdown have been designated on the Program Setup page or are the name of the
external Program.

@ CSBG-[TRAAgencyAdmin] X
! File View Report Options Help
<:€I Dg} b~ 1) ?3 @ @. @ & @ 5 ‘ (ﬁ P 4 B [ Address |maes:Hcentralintakeﬂntakereferral v|ﬁ Go

CSBGCM v i Referral| HOH Name: FredFlintstone| Client Jame: | Fred Flintstone

S 1%
Central Intake
—HOH Intake

—Client Demographics
—Profile

ram Category/Standard Name {2 of 2}
PROGRAMCATEGORY 7 STDNAME
| \wfinter Crisis

— Employment-Education Summer Crisis
—Documents :
—Client Listing

—Referral & Response
#-CSBG

ProgramCategory |W¥  STDName Y
| Energy | winter Crisis | 10
Energy Summer Crisis 10
T Family Self-Sufficienc  Family 10
Housing Rental Assistance | 10

Eligibility L/sﬁi_'lg {3of4)

e/
- .

Date Add: Feb 10 2009 12:008M User Add: 55 1dveria Date Mod: Feb 10 2009 12-:00AM User Mod: ASTdverta  ;

Navigating the Referral Page

e HOH and active Llient are listed at'top of pag

e Select differenf Client in customer dropdow

e All available Categories will be listed in the Category dropdown in the top section

e Allavailable selections for the selected Prograrh Category will be displayed in tHe PROGRAM CATEGORY/STANDARD
NAME GRID

e All Combinations the client is eligible to bg referred to will be displayed in the ELIGIBLE LISTING GRID

ill be created in the Service Jocation popup window accessible with the Service Location button

o Referrals will be displayed in REFERRALS GRID the after being created

e Details‘about the selected Referral will appear in the lower left section
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If the Client has completed an entire Assessment on the Profile page, go to Automatically generate all possible
Referral sources section below.

If the Client has a profile record on the profile page, but no questions were answered, go to Manually select
possible Referral sources section below.

Automatically generate all possible Referral sources
Automatic Referrals can be set up only if an Assessment has been completed on the Client.
1 Make sure correct Client is selected
a Use dropdown at top of page to select Customer
b Head of Household is listed in Status Bar
2 In the middle section, select Consent Level
3 Click the AUTO ELIGIBILITY button
All Category/STD Name combination this Client is eligible to be referred to, based on the answers given in the
Assessment, will appear in the ELIGIBILITY LISTING GRID. Those conditions have been set up in advance with the
Assessment and the Program Setup page Details section.
4 Select the item to use in the ELIGIBILITY LISTING GRID
5 Go to Create Referral section below

Manually select possible Referral sources
1 Make sure correct Client is selected
a Use dropdown at top of page to select Customer
b Head of Household is listed in Status Bar
2 Inthe top section, select Category
3 Click SEARCH button
a Alist of Standard names matching the category will appear in the PROGRAMS CATEGORY/STANDARD NAME GRID
4 Select the item to use in the PROGRAMS CATEGORY/STANDARD NAME GRID
In the middle section:
5 Click NEW button
6 select Consent Level
7 Click the SAVE button
All Category/STD Names this Client is eligible to be referred to will appear in the ELIGIBILITY LISTING GRID. Those
combinations have been set up in advance.
8 Select the item to use in the ELIGIBILITY LISTING GRID
9 Go to Create Referral section below

|
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Create Referral
1 Make sure correct Client is selected
a Use dropdown at top of page to select Customer
b Head of Household is listed in Status Bar
2 Make sure correct Category/STD name combination has been selected in the ELIGIBILITY LISTING GRID
Click SERVICE LOCATION button [~ Service Location |
4 Inthe popup window:
a Allavailable Locations for this BG-[TRAAgencyAd
Referral are displayed in the SERVICE || StandardMame: | =]

LOCATIONS GRID Organizatio Sl e
5 Filter the list by selecting any of the 3

w

parameters in the top blue section, Search Jll_Clewr
then CliCk SEARCH Se.rwoe Locations {1.oﬂ}

. ORGName Errem | N Firsthl. LastN TriRETe
a Use CLEAR to clear all search fields b | Training Agency | TRAFamily Seff 5 | Main Offics | Sally | Jones

and begin a new search
6 Map any location or route using

Microsoft MapPoint or MapQuest in

Internet browser:

a Select the Location(s) to map

b Click LOCATE ON MAP or
MAPQUEST button to Map

¢ Click MAP ROUTE or MAPQUEST
ROUTE button to create route

. | < I >
7 Click NEW button [ LocateonMap || MapRoute || MapQuest Point || MapQuest Route
8 Select Activity Referal Achvity | New |
9 Enter Description Activity  |Referdl to Famly Sef Suficiency | Description | Education |
10 Select Date Sent DoteSent (2252009 3 v Comment |23 585

11 Enter Comment

12 Click SAVE button

13 Select other Standard Name in
dropdown at top of window to create referrals in that Standard Name if needed

14 Click CLOSE button when finished

Referral information will automatically populate onto Referral page.

Close

View Referral Response
If a Response has been created, a Date Confirm will be displayed.
Make sure correct Referralis  JEla eRprv syt
selected in the REFERRALS GRID.
1 Click VIEW RESPONSE
button
a The response cannot
be changed or edited,
only viewed
2 Click CLOSE button when
finished

Edit or Delete Referral Record

1 Select Referral in REFERRALS GRID

2 Make necessary changes

3 Click SAVE button

4 To delete record, click DELETE button
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Referral & Response Page

The Referral & Response page allows users to look up a referral, both external and internal, made on a Client and
respond to it by making an appointment and/or comments. The View Response button on the Referral page is a
popup that allows the User to see the response made to the referral.

@ CSBG-[TRAAgencyAdmin] |;| |‘z|
! File View Report Options Help
QII D’> b~ 1) ?.3 @ ﬂ. @ & @ S0 (ﬁ P 4 B [ Address |Ejaes:h’centralintakeireferraIZ v|ﬁ Go

CSBGCM v Referral Response

Referrals Received {3 of 4}

Cer:‘t;:ilma:e FirstName ¥ LastN T Referralictivity ¥ ApplicationlD ¥

el ntake x .

_Client D - |Fred Flintztone Primary Energy So | 2000073
—Profile Fred Flintstone Referral for Food S | 2000073
—Referral . Flintstone Referral to Family 2000073
— Employment-Education . -

— Documents Flintstone Rental Assistance | 2000073
—Client Listing
Referral & Response
#-CSBG

oroess |

client is now enroled in GED dasses| _

/ R&f To Orfy: Training Agenc Prpgram: TRAFamily Self Sufficiency First Name: Fred LastName: Flinisione  _;

Navigating the Referral & Response Page

e Search fgr Referrals in the upper bluelsection

ing Referrals will be displayed in the REFERRALS RECEIVED GRID

e Create/appointments in the middle section ,.,X\

e View pr create a response to a Referral in the bottom|section

e Staff'and Date entered here will appear on Services page for Response Activity
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Find Referral
There are several ways to search for referrals, select the search criteria, and then click SEARCH:
1 Tofind all Referrals for a particular Client:
a Enter Client First and/or Last Name
i) The entire name does not need to be entered
2 Tofind all Referrals for one Agency or Program:
a Select Agency and/or Program
3 Tofind all Referrals during a range for Dates:
a Enter Start and End Dates of time period
4 To find all Referrals made to external sources or to internal Programs:
a Select External in Type dropdown for external sources
b Select Internal in Type dropdown for internal Programs
5 To find all Referrals to which Responses have been made:
a Select Yes or No
6 To find all Referrals made by a Staff Member
a Select User Name in Staff dropdown
7 To find all Referrals with a particular Status
a Select Status in dropdown
Referrals matching criteria will appear in REFERRALS RECEIVED GRID

Create a Client Appointment

After the Referral is received, an appointment can be made.

1 Make sure correct Referral is selected in REFERRALS RECEIVED GRID

2 In the middle container, enter the requested data for the future appointment

3 Description and comments appear automatically from the Referral page information
4  Click SAVE

Enter Appointment detail information
Make sure correct Client and appointment are
selected. FF; HMIS-[AS1UserGroup]
1 Click SHOW APPOINTMENT DETAIL button
2 In popup, start date and time will appear
automatically if entered on main page [~ Appointment Checkln [~ Appointment Kept [~ Appointment Ended
3 Click to create checkmark in Appointment Check in, i i i
Kept and/or Ended checkboxes

Start DateTime  08/11/2008 10:00 AM | 30_ Minutes

4 Enter dates and times in check in, kept and/or prive Time Hinutes
ended fields
5 Enter Drive Time in minutes Save | [ Close
6 Click SAVE button I
7 Click CLOSE button when finished

Respond to initial Referral

Make sure correct Referral(s) is selected in REFERRALS RECEIVED GRID

1 Select Staff

2 Select Date of response

3 Select Status of response

4 Enter Response information

5 Click SAVE to save to one Referral or SAVE RESPONSE TO SELECTED REFERRALS to save to multiple Referrals
This response will be available via the VIEW RESPONSE button on the Referral page.
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Search for Clients

The Client Listing page is the most thorough place to search for Clients and will list all Clients in the system that the
User has access to see based on Security Rights. Clients can be sorted by any existing criteria. Select the Client
record in the CLIENT LISTING GRID to use on any other pages in the Central Intake section. If the record appears
“grayed out” on the Intake page, use the ADD button to add permission for your Organization to use the Client
record.

F3;CSBG-[AS1UserGroup]

File = “iew = Report = Opkions = Help =
Cj E> X 1] ?ﬁ @ @- E’J & @ S8 {ﬁ K 4 b B ¢ Address I@aes:.l’.l’c:erdralirdake.l’cus{omer liztirg j (9 Go
¢ CSBGELA + i ClentListing | HOHMame: | FredFlintstone | Client Name: | Fred Flintstone
M avigator 2 x
-_Central Intake - Search Clear /| GotoEntry |
o flirf _A
HOH Intake A
Client D emographics i
Profile n .
B Client Listing {1 of 3}
Employment-Education FirstName o 5| LastMame 7| |BithDate 7| Bithvear | HeadOfHouseHold =7 1D il Identifier =7
Documents Fred | |Fintstone 0p/02/13962 1962 74 1004245 1004245
QCliEntizt Wima || Finstene e IRIES [ 1004245 1004246
Refemnal s Response
+_CSBG Pebbles | | Fiintstone 07027200} 2004 - 1004247 004247
*:-—l:ommunicaliun
+-Billing
+-System
Find
Query [%
Preview Reporl
Print Report
! o
\ Aug 5200812:00AM  AS1UNeS  Oct620081200AM  ASiUser
Navigating the Client Listing Page
e Search by any combination of parameters|in top blue section
e All Clients matching segrch criteria will be \displayed in the CLIENT LISTING GRID
e Sort the records by clicking on any Column Heading
e Find and Query functions are available on the right click menu and offer more search ability

e When selecting a Client record, make sure to click in the gray box located at the left edge of the row so the
entire row is highlighted in blue
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Quickly search for a Client

1 Enter any one or more of: > Always start a Client Intake with a
a Client Identifier search to avoid duplicate entries
b S.ocial Security Number — last four digits N Y ama—
¢ First Name and/or Last Name be entered, sometimes just a few
d Date of Birth letters will find the correct Client

2 Click SEARCH button
a All matching Clients will appear in CLIENT LISTING GRID
b If more than50 matches appear, sets of the total matches
will appear in the Search Sets dropdown
3 Toremove search criteria and start a new search, click CLEAR

> To see all Clients, just click SEARCH

Sort Clients appearing in the Grid
1 Click a Column Heading to sort by that item

a Asmall arrow will be visible on the right side of the column heading showing the sort order
2 Click again to sort in the reverse order

Revise Columns by Width or order in Grid

1 Place cursor at right edge of Column Heading — it will turn into a cross
1 Dragto right or left until desired width

OR

2 Click a Column Heading to move to a different location in the Grid

3 Drag Column Heading to new location

Columns will not stay in this order o size for the next login

Search by other Criteria T
1 Right Click (™ Search Q@E|

2 Select FIND

Search Option
3 Inthe Dialog box, select or enter the three
fields: Figld Name: |LastName ﬂ
4 Field Name = all the criteria available to be Operator:
searched 3 =
5 Operator = how to match
= Equal to, will match exactly Value |Smith|

a
b = Not Equal to, will not match
c > Greater than
d < Lessthan
e >=Greater than or equal to Search Cancel
f <=Lessthan or equal to
g Like uses % as a wildcard character, so entering M% matches Mike, Michael, MMM,; it is not case sensitive
so M%T% is the same as m%t%, both will match maaaaaTxx
Not Like is the reverse of Like
Between and Not Between is useful for ranges of data
Is Null lists all records with no entry for that field
Is Not Null lists all records that do have an entry for that field
6 Value = what to match

a Enter the text to match the parameter chosen for the Field Name
7 Click SEARCH
Matching Clients will appear in CLIENT LISTING GRID

~— — >
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Search by more than one Criteria oo
Right Click -
Select QUERY Stored 5L _ ClassiD

Add | Save ‘ Delete | Cancel |

- [5]x);

In the popup window: . ] Quer
Select the WHERE tab Select...

Select Top 10 * From [Customer]
Left Bracket are needed only when i

u b WN B

creating complex queries to group
items

6 Column = 1* parameter to search by in
the dropdown (i.e. last name, race,
gender) where | ot |

7 Operator = how to match (see LeftBrack Colurin Operator Value
descriptions in Search by other Criteria) Lesthiame

Brown

Righte

Add

Logical
And

Clear

—
-

| rF PrimaryLanguage English

8 Value = what to match (i.e. Mary)

9 Right Bracket are needed only when

creating complex queries to group

items

10 To add another parameter, select AND

or OR in Logical column
a AND = Client must match ALL criteria
b OR = Client must match ANY one or more of the criteria
11 Add additional Criteria if needed
12 Click ADD button when finished
a Use CLEAR to remove criteria
13 To add a Sort parameter:
a Click SORT tab
b Select the parameter to sort by in the dropdown
¢ Click the >> button (<< removes a parameter)
d Click ADD
14 Click QUERY to begin the search

Enter Client into a Program
1 Make sure correct Client is selected in CLIENT LISTING GRID

2 Click GO TO ENTRY button /| GotoEntry
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