How to enter the Guardian

Step 1- Relationship to Client
Click on Step 1 Relationships to client
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Click save
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Click add 
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Relationships: Individual (family, attorney, doctor, etc.) will default
Click Next
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People Type: Related People
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Click Go- and wait system needs to load all related people 
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Type in last name of guardian
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If guardian is clearly identifiable then highlight the name and Click Next
If you do not have the exact town and/or phone number of the guardian
Click add


If guardian in the list
Highlight Guardia’s name
Click Next
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Relationship Type: Highlight Case Manager
Scroll down the list of possible relationships to Guardian
Highlight the one that describes the type of guardian this related person is to the youth
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Start Date: date of data entry
Click finish
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You will see the association to the client
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If the guardian is not clearly identifiable in the list then you will click Add
Required fields
· First Name
· Last Name
· Address
· *Phone is helpful
· Gender
Click Finish
[image: ]



Screen will go back
Type in last name of guardian again
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Highlight the guardian’s name you just created
Click Next
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Start Date: date of data entry
Click finish
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You will see the association to the client
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[bookmark: _GoBack]Any trouble entering guardian’s please contact  Jeanne 624-7912 or 592-0734(cell) or Lynn at 626-8651
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The process step page provides the capability to manage processes steps. Users can also add or remove activities and foundation system records for the step.

LYNN DORSO of DHHS November 10, 2015
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@ People Relationships/Association Step 1 - Windows Internet Explorer e =]

This wizard will walk you through the process of adding a relationship or association for the person. Press the NEXT button after you have selected the type of -
relationship/association you wish to add. What type of relationship do you wish to add?

Department Association: Service Program & Departmental Responsibility
Relationship: Organization
Relationship: Individual (familal, attorney, doctor, etc.)
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You are adding an individual relationship. Select the individual or press the Add butfon to add a new individual for this relationship. Add button is available o add a re
person only. You can select the people type fiter and press Go button tofitter the list of people:
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You are adding an individual relationship. Select the individual or press the Add button to add a new individual for this relationship. Add button is available to add a related
person only. You can select the people type fiter and press Go button tofitter the list of people:
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You are adding an individual relationship. Select the individual or press the Add button to add a new individual for this relationship. Add button is available to add a related
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@ People Relationships/Association Step 2a - Windows Internet Explorer — L= BTl x|
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Enter the Relationship Type. The End Date is optional — you can enter or change the End Dats

Relationship Type: GUARDIAN, FULL (PRIVATE)
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@ People Relationships

Enter the Relationship Type. The End Date is optional — you can enter or change the End Date later if you wish.

Relationship Type: GUARDIAN, FULL (PRIVATE) M
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Process: Transition Process.
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You are about o add related person in the system.
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You are adding an individual relationship. Select the individual or press the Add button to add a new individual for this relationship. Add button is available to add a relate:
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@ People Relationships
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This process s to provide guidance and assistance with young adults transition to adulthood.
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The process step page provides the capability to manage processes steps. Users can also add or remove activities and foundation system records for the step.
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