C300-082





ADDING HEALTH INFORMATION





APPLICABLE TO:		Unit Clerk





FORMS: 			Immunization Records


				Medical Documentation





It is the Unit Clerk’s responsibility to update the Health Notebook in CWS/CMS when a Children’s Social Worker (CSW) requests that they do so.  The Health Notebook is located in the Client Management section of either the Referral or Case folder.  CWS/CMS automatically creates a Health Notebook for every client.  The Health Notebook and its information follow the client from a referral to a case.





A.	WHEN:	CSW IS REQUESTING THAT A CLIENT’S HEALTH 				NOTEBOOK BE UPDATED





WHO�
       HOW�
�
�
�
�
UNIT CLERK�
1.	Receive documentation from CSW to update a client’s 	Health Notebook.


2.	Access the CWS/CMS application.  Open the client 	services application.  From the File Menu, select find 	folder.  Enter the 19-digit referral or case number, 	then click OK to retrieve the client notebook.


3.	Click the Client Management section button.


4.	Click the Open Existing Health icon.  The Open 	Notebook dialog box opens.


5.	Select the client, then click OK to close the dialog box 	and open the Health Notebook. 


6.	The Health Notebook consists of five pages: Summary, 	Immunization, Diagnosed Condition, Observed 	Condition, and Medications.  Complete pages with 	appropriate information.  Refer to the CWS/CMS Desk 	Guide for further detail regarding the pages and field 	explanation.


7.	From the File Menu, select save to database.  This will 	store the data of the Health Notebook.�
�
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