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Create/maintain Caregiver records

1. Access caregiver maintenance from "Intake” tab on main menu. "Add" a new
caregiver and "Modify" an existing caregiver are different functions
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2. When modifying existing records you can search for the record using any
combination of "First Name," "Last Name," or "SSN."
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Click the "Search" button or key "S" when you are done keying your search
criteria.

3. Once you have initiated a caregiver search it is possible to go directly to a
search on associated participant records. To switch to a search for
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participants associated with James Akiyama's caregiver record click "View
Participants"” or key "P."
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4. The "Tab" key or mouse can be used to navigate the caregiver maintenance
form. A combination of "Shift" and "Tab" causes cursor control to move
through the form in reverse order.
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Any field which includes a downward pointing arrow to the right of the text
indicates that values for that field must be selected from a pull down box. Clicking
on the arrow activates a pull down box containing values available for selection.

To key information into a date field you must first check the input box in the far
left of the date display area. Once the date is activated you can key the date
elements - month, date, year - or click on the arrow in the far right of the date
display to use "Date Picker."

Always save your data input and changes. Cancel closes the form without saving
your data. Exit will offer you one last chance to save your data before closing the
form.
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