
New Residence 1 

Adding the Household to a Residence 
 

1. After you have added all the clients to the household, you need to add the residence, if the 
household is not homeless.  

 
2. From Household View Screen, click on Residence “New” in the left navigation column: 

 
 

3. If the address is the same as the mailing address, then use the dropdown menu and select the 
mailing address. Otherwise, enter the address in the fields. 

 
 
Enter the residence type and status: 

   
 

4. Click the “Save” button. After you have saved, go back to the Household View screen.  


