
Adding a New Program 

1. To add a new program, locate the client file using the CRMS Search Engine as 
described on page 17. 

2. Access the Agency History module as shown in Figure 104. 

3. The Agency History module will then be loaded.  To add a new program, click the 
green plus icon as identified in Figure 105. 

Figure 104 - Accessing Agency History

Figure 105 - Adding a New Program



4. The New Program dialog will then be displayed as shown below in Figure 106. 

5. Select the desired program from the drop down choices, and click Ok to finalize the 
process. 

6. The Agency History list will automatically refresh and the new program will appear in 
the list as shown in Figure 107. 

7. Click on the newly created program to review.  Figure 108 (see following page) 
demonstrates the Program Page. 

Figure 106 - New Program Dialog

Figure 107 - Successfully Added New Program



8. The Program page guides the user through the process of collecting baseline CDS 
data. 

9. As can be seen in Figure 109 below, the “Entry Date” transaction is currently not 
available as the user has not inputted the “Intake Assessment” date. 

10.Once the user inputs the “Intake Assessment” date, the “Entry Date” transaction will 
become available.  This is demonstrated in Figure 110 on the following page. 

Figure 108 - Program Page

Figure 109 - Entry Date Transaction Not Visible



11. The same concept is applied to the “Exit Date” transaction.  Once the “Entry Date” 
has been inputted, the “Exit Date” becomes available as in shown in Figure 111.

Figure 110 - “Entry Date” Transaction Now Available

Figure 111 - “Exit Date” Transaction Now Available


