
CASE PLANS 1 

CASE PLANS 
 

1. In the  Program Enrollment Summary Screen, click on New Case Plan button: 

 
 
 
 
2. Complete the set up of the new case plan and save. 

 
 



CASE PLANS 2 

3. To document monthly meetings, click on the View/Add Case Notes button: 

 
 

4. Click on the Add button to add notes for each month. 

 
 
5. Type your notes and click save. 

 
You’re done, but maybe you want to add an action plan to track… 
 

6. On the left side of the screen, click on Case Plan View. Under Action Plans, select the type of 
issue you are tracking and click on the add button: 

 



CASE PLANS 3 

7. Complete the details and slick the Save button 

 
 

8. Click on Case Plan View on the left side of the screen to review your case 
plan.  You’re done! Hover over Client in the top navigation bar and click on 
HH View to get back to the HH View Screen. 
 
The next time you see the client for case management: 

 go the HH View 
 click on program enrollment name 
 From Household Summary click on the program enrollment 

summary button 
 Click on the case plan number- in this case it’s 1388 

 
 



CASE PLANS 4 

 Click on View/Add Case Notes 

 
 
 Click on View/Add Case Notes then click on the add button.  

 
 

 Type notes and save 

 
 
For the next quarterly status assessment: 

 go the HH View 
 click on program enrollment name 
 From Household Summary click on Status Assessments New/Update in the left column 
 Complete the new assessment and print for your records if required. 


