
1. CHILD DEMOGRAPHICS  

 
This is the first step to take before entering any further information. You must have five pieces of information: (1) child's 
name, (2) gender, (3) date of birth, (4) living situation, and (5) race to save a child record. All data, except for provider 
information, is entered through the child demographics screen. To move from one child's record to another you have to go 
back to the child list form and click on the child you want. Save all new or edited information before exiting each screen. 
 



 
2. HEALTH  

 



 
3a. REFERRALS     

 
To enter a new referral, click on the green plus sign to the right of the word “Referrals” 
Referral In Data Entry 

  
 



 
3b. SCREENING  

 
 
4. EVALUATION  

 
 



 
 



Outcomes  

 
 
5. INDIVIDUALIZED FAMILY SERVICE PLAN / ENROLL  

 
 



 
 
IFSP Services 

    



Enrollment  

 
 
 
6. CONTACT LOG 

 
 



7. REFERRALS OUT    

 

  
 

 



 
8. INSURANCE / ADULT DEMOGRAPHICS  

 
 

 
Below is a preview of the screen that displays when a record is found. 



 
To add a new adult, select “Or add a new adult record”. Below is a preview of what this screen will look like.  

 



 
9. CHILD PROFILE    

 

 
 



 
11. PROVIDER INFORMATION  
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