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From the Client Search Screen
Search for the client
If not found click on the
“Add New Client”” hyperlink

A 4

Client Profile Module
Complete the Client Profile and the
Additional Information Screens
(do not enter a Agency Client ID)

\4

Click on Activity List
When the Episode list appears click on the
*“ Start a New Episode™ hyperlink

A 4

Complete the Intake Module

e Use “DSS Assessment Unit”
as the Source of Referral
e Select a Source of Referral Detail

A 4

Complete the

A 4

Electronically refer the client for
further assessment or admission for
treatment

SSI/SA Screening [T

. Complete TAP
» ifrequiredand
' doneonsite



