Clients - New Records and Create Care Plans

1) Choose “Clients” on the launcher

2) Query to see if client already has a record in Q (always conduct this step first) 
To search for client, use:

· first 3 letters of the LAST NAME and 

· first letter of the FIRST NAME 

3) If no matching client records, then create a new record
· If a record already exists, confirm it is correct client by reviewing the demographic data such as birth date and address

4) Press “Care Plan” on the bottom left hand corner of the client record

5) Select the button that looks like a white sheet of paper “New Care Plan Service”
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6) A new Care Plan Service Record will appear. Input the following information:

· Enter Service
· Funding Source

· Agency

· Start date (double-click for today)
· Rate Condition for meals provided (choose senior, spouse, staff, etc.) 
· Last assessment

7) Press Save. This will take you back to the list of care plans. Press Close.
8) Press “Assessments” on the bottom left hand corner of the client record. Choose the appropriate assessment (California ADLs/IADLs, Nutrition Risk, or Cognitive)

· If client does not have any ADLs/IADLs or Nutrition risk components marked, you must still open the assessment, press edit, then press save, and close the assessment. This will show that the assessment was updated (it saves date updated). If not opened /updated during the fiscal year, it will be reported as missing
· Please review the instructions on completing assessments.
