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From within the contact view, go to the “New Event” Dropdown menu.  

Choose “06) Screening (Dev, Health, Visio, etc.)” from the list of events. Click on “New Event” 

         

 

 

 
 

The system will take you to this screen that tracks the both general data and details about the screening: 
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Choose the child you screened or plan to scree using the “Contact” drop down.  

 
  

 

Enter the following field values and click <Save> 

 

Field Value 

Event A short description. Not used for reporting. Does appear on the calendar view on 
the Event tab. 

Date Date on which the event is planned or the date on which happened (or was 
supposed to have happened) 

Start time/End time N/A – unless you tracked the specific time you spent on the screening 

Description The results and any notes about the screening, the screening tool if marked as 
“other” 

Status If planning ahead, mark event pending 
Otherwise, mark “complete” 
(Void is only used to eliminate errors or duplication) 

Open/Closed Open if pending 
Otherwise, mark “Closed” 

Screening Type Select one: 

 
Screening Tool Select one: 

 
Division “Home Visiting” 

Program Choose appropriate program for your agency 

  

Click <Save & Close>  3
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