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Check the note section for any details related to the visit. Add new information if needed.



New client – Need to input missing client information 



Existing client – Click on Import Blanks button to import existing client information.



Client Identification – Will cycle through four separate searches to find a match in the existing database. If you do not see

a match in the current search, click on Next to go to the next page and/or search.



Client Identification – On the last search screen (Client Identification 4/4), if no match is found in the existing database,

Click on Create Client to create a new client for the case.





To add new household member, 

start typing in the empty line below 

the last household member.

To delete an existing household member, click on the Del box.



Enter Event Code if instructed by the Council for special programs.

The Caseworker should provide sufficient information to explain why the Friend needs the 
assistance so that others in the future unfamiliar with the case can better understand the 
circumstances leading up to the request for assistance.  This will be particularly helpful if the 
Friend returns for additional assistance in the future.



Income and Expense information are useful in determining the amount of financial help to provide.













If you need to add more assistance, attachment or follow up, click on the 

appropriate tab. When you are done, click on the Close Case tab. An 

example of how to attach a document is on the next slide

The user should not select the "Close Case" option if there is an outstanding Pledge in the 
Assistance tab, since closing the case will cause the pledge to be withdrawn.

See the last two slides when a case needs to be closed “without assistance”.



Uploaded documents will be accessible for up to one year after the case is closed. 
Conference officers will have access to the attachments for up to seven years. By 
uploading documents to CMS, you can store your documents electronically in CMS and 
meet Council’s record keeping requirement.



In the Close Case tab, be sure to enter the time and mileage spent on the case before closing it.



If the pledge or check request has been denied, the case might have to be closed without any 
assistance. Click on the Cancel button.



Provide the reason why the case needed to be closed without assistance. Enter the minutes and 
mileage information. Click on Submit to close the case.



Questions?
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