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Start
Receive contact 
about new client

Search for client by 
SSN, last name, 

alias/maiden name

Client exists in 
Partner Domain?

Verify/update client 
information and 
team assignment

Obtain basic client 
information, add 

client and assign to 
applicable team 

No

Yes
Client profile 
status active?

Assign client to 
Intake/Access 

program

Set client profile 
status to pending or 

active

Update client 
episode

Yes

No

Schedule intake 
form group and 
notify client of 

appointment date/
time

Intake form group 
includes:  initial 

assessment, consents, 
releases of information

First available 
feature can be used 
to determine Intake, 

Access or Clinical 
Staff Availability

Schedule template 
can be used to 

identify Clinical staff 
schedule times 

reserved for intake 
assessments

Pg2

Complete intake 
form and determine 

eligibility for 
services

Client eligible 
for services?

Un-assign client 
from intake/access 

program and update 
client episode

No

Update client profile 
status to closed

End

Update client profile 
status to active

Assign client to 
applicable program 
and update client 

episode

Un-assign client 
from intake/access 

program and update 
client episode

Yes

Add client diagnosis
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Pg1

Add insurance, 
authorization and 

liability as applicable

Assign case 
manager, primary 
therapist and geo 

area

Add contacts, family 
and external care 

providers

Add current 
medications, 
allergies and 

medical profile

Inpatient 
admission?

Assign client to 
applicable bed and 

eMAR group

Foster  home 
admission?

Assign client to 
applicable foster 
home via client 

episode

End

Yes

No

Yes

No
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Client being discharged due to: completed treatment, refused/declined/avoiding further treatment, administrative discharge, AWOL, moved or deceased

Start

Run Appointment 
History report to 

identify and delete 
future appointments

Update client bed 
assignment with Out 

Date, release bed 
and un-assign client 
from eMAR group

Discharge client 
from foster home by 
adding Out Date via 

episode view

Complete discharge 
forms or form 

groups

Un-assign client 
from program and 

update client 
episode

Last episode 
popup display?

Update client profile 
status to closed

Yes

End

No
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