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Governed By: Operations Effective Date: 8/5/2013

Procedure: #1 CAP 60 Enrollment Updated Last: June 2015

Purpose: To provide guidance for enrolling customer’s into specific CAP programs.

Summary:

Enrollment

Once a customer has been entered into the CAP 60 program, they can be enrolled into specific
CAP programs. The following is guidance on how to enroll a customer.
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CAP --> Case Information

This function allows you to Add a Case, View Case History, and Eligibility for the Family. In CAP60,
all cases are assigned to the Family Member who applied for it. Each case is also assigned a unique
identifier called a Case No.

Add Case - This will allow you to open a case and enroll a Family Member to a Program.

Case History - Shows all cases created and will allow you view or delete a case.

Eligibility - Will show the household eligibility after selecting a family member in the drop down.
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Program Name - In this drop-down menu you can choose the program you want to enroll your
Family too.

Case Worker - In this drop-down you choose the name of the case worker who is opening this
case.

Family Member - In this drop-down you choose the name of the Family Member that this case will
be assigned to.

Status - Choose the status of the Case.

View Eligibility - This will open another window and show you a list of all the Program-funding-
source combinations. Based on the way these combinations are set, this list will show you which
programs this family is eligible for. If the family is shown as ineligible for a certain combination, it
will show the reason why.
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Once the Family Member is selected a box will appear at the bottom with the names of all of the
household members. Select any household members to add to the case.

Cancel - This will bring you back to the Case Information page.
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Case Summary

That will bring you to the “Case I
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you click on the hyperlink on any of the rows, it

will bring you to associated form. If the forms have been configured in a specific order, you will not
be able to access forms out of that order. Please fill out the first page so that you can move on to
the next.

Forms & Applications - This grid-view will list all the forms or pages that were pre-assigned to this
program. If you click on the hyperlink on any of these rows, it will bring you to these pages.
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- This functionality allows you to set up goals with your client. In this situation, the goals are
defined by the case worker and Family Member. You are also able to set up a plan to accomplish
these goals.

Available Services - This table will list all pre-assigned Services that are available under this
program. By clicking on the Action hyperlink on a service, you are able to provide a service for
your client.

Follow-ups/Referrals - By clicking on the “Add New Follow-up / Appointment / Action” you are
able to provide these to the Family Member. All referrals to the customer should be tracked here.
Required Documents - This is list is agency-defined. This is the checklist for all the Required
Documents for this case. You have the ability to indicate the date of when the document was
received and also upload a scanned image of the document.

CAP --> Case Information --> Case
Summary

View all services for a particular program by clicking here ]
Or view the history of a particular service alone by clicking here

This page allows you to Add, Edit and Delete Services. The grid-view will show you a summary of
all the services that are provided by the agency under this case.

Add - This allow you to request for a service

Cancel - This will bring you back to the Case Summary page.

& Allows you to Edit an existing service
il - Allows you to Delete an existing Service
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