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Single Step Admission
Implementation Request form
As part of the implementation process of AWARDS, agencies are able to configure what admission forms look like within the Intake/Admission module. Possible configuration options are described in this document, which also serves as a request form.
The optional enhancements offered in this document all relate to the Intake/Admission module for single step admission forms. 

In order to for single step admission forms in your agency/continuum to be customized according to these options, please do the following:

1. Please discuss the possibilities with your AWARDS implementation team and/or with any other relevant staff to determine whether or not they will be appropriate for deployment in your AWARDS database.  Because some enhancements can be deployed for specific programs or program types (rather than for the database as a whole), it is important to review each enhancement carefully to see how it is deployed and to determine who you would like it turned on for.

2. Complete this implementation request form and save it to your PC.  Be sure to complete the “Requestor Information” section, and to provide all of the asked for information for those enhancements you would like to have turned on.

3. Email the completed request form to requests@footholdtechnology.com by replying to the original email as soon as possible.  Be sure to send the actual Word document file as an attachment in the email – do NOT copy and paste the content of the document into an email.

Once your request form has been received, we will review it carefully and the requested options will be deployed.  A client services representative may contact you prior to deployment if, after reviewing your requests, he/she has any concerns about your selections, or if he/she thinks there are enhancements you have not chosen which could be of benefit to you.

requestor information

Agency/continuum name:   [enter the name of your agency or continuum here]
Requestor name:  [enter your name]
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Option 1 – Demographic Data (Agency Wide)
Enhancement location:  Intake/Admission > Search for client > Create New Application

Enhancement description:  A variety of fields can be set to display on the single step admission form.   This option will allow you to determine what fields will display on the form, allowing users to view and edit information entered in those fields.  

In the tables below, check all of the fields that should display on client face sheets. At least one field must be selected in each of the tables.  These settings are deployed in all programs in which you request single step admission be used.  

Data Set 1:  Please select at least one of the following fields to display.  Some fields may also be marked as required fields on the form. 
	Field Name
	Display This Field
	Mark as Required

	Middle Name
	 FORMCHECKBOX 

	

	Alias
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Ethnicity
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Sex at Birth
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Sexual Orientation
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Home Phone
	 FORMCHECKBOX 

	

	Membership Date (displays a date field)
	 FORMCHECKBOX 

	 FORMCHECKBOX 



(intakesheet-form: cfg-demographic-list) (intakesheet-form: cfg-required-fields-msgs) ( intakesheet-form: cfg-required-fields)
Data Set 2:  Please select at least one of the following fields to display.  Some fields may also be marked as required fields on the form.
	Field Name
	Display This Field
	Mark as Required

	Individual/Family Type (displays a non-configurable drop-down list containing the following options: Individual Male, Individual Female, Individual Male Youth (< 18), Individual Female Youth (< 18), Single Parent Family – Male Head,  Single Parent Family – Female Head,  Single Parent Family – Youth Head,  Two Parent Family – Adult, Two Parent Family – Youth, Adult Couple without Children, N/A.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Number of Children
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Household Size
	 FORMCHECKBOX 

	

	Incarceration Data (displays “Have you ever been incarcerated?” with a  non-configurable drop-down containing Yes, No, Unknown, and Refused)
	 FORMCHECKBOX 

	

	Outreach Contact (displays “Enrolled as a result of Outreach Contact?” with a drop-down containing Yes, and No)
	 FORMCHECKBOX 

	


(intakesheet-form: cfg-familybg-list) (intakesheet-form: cfg-required-fields-msgs) ( intakesheet-form: cfg-required-fields)
Data Set 3:  Please select which (if any) of the following fields to display.  Some fields may also be marked as required fields on the form.
	Field Name
	Display This Field
	Mark as Required

	Education Level (displays a drop-down list that can be configured. To view the default list and request changes, please use the Face Sheet Implementation Request Form.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Primary Language (displays a drop-down list that can be configured. To view the default list and request changes, please use the Face Sheet Implementation Request Form.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Primary Income (displays a drop-down list that can be configured. To view the default list and request changes, see Option 3 on page 7.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Monthly Income (displays a non-configurable drop-down containing the following ranges: No Income, $1 to $250, $151 to $250, $251 to $500, $501 to $1000, $1001 to $1500, $1501 to $2000, more than $2000)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Household Income (displays a non-configurable drop-down containing the same ranges as the “Monthly Income” field above)
	 FORMCHECKBOX 

	 FORMCHECKBOX 



(intakesheet-form: cfg-lifestatus-list) (intakesheet-form: cfg-required-fields-msgs) ( intakesheet-form: cfg-required-fields)
Data Set 4:  Please select at least one of the following fields to display.   Some fields may also be marked as required fields on the form.
	Field Name
	Display This Field
	Mark as Required

	Current Living Situation (displays a drop-down list that can be configured. To view the default list and request changes, see Option 3 on page 7.)
	 FORMCHECKBOX 

	

	Previous Living Situation (displays a drop-down list that can be configured. To view the default list and request changes, see Option 3 on page 7.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Last Permanent Address
	 FORMCHECKBOX 

	

	Last Permanent Zip
	 FORMCHECKBOX 

	

	Last Permanent City 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Last Permanent County
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Last Permanent Township
	 FORMCHECKBOX 

	 FORMCHECKBOX 



(intakesheet-form: cfg-living-list) (intakesheet-form: cfg-required-fields-msgs) ( intakesheet-form: cfg-required-fields)
Option 2 – Demographic Data (Program Specific)

Enhancement location:  Intake/Admission > Search for client > Create New Application

Enhancement description:  A variety of fields can be set to display on the single step admission form.   This option will allow you to determine what fields will display on the form, allowing users to view and edit information entered in those fields.  

In the tables below, check all of the fields that should display on client face sheets.  These settings are deployed at the program level.

Data Set 1:  Please select at least one of the following fields to display.  Some fields may also be marked as required fields on the form. 
	Field Name
	Display for the following programs:
	Mark as Required

	Veteran Status (displays a non-configurable drop-down list containing the following options: Not a Veteran, Veteran- Unknown Discharge Type, Honorable Discharge, Not Honorable Discharge)
	[enter program list here]
	 FORMCHECKBOX 


	Birthplace
	[enter program list here]
	 FORMCHECKBOX 


	Citizenship (displays a drop-down list that can be configured. To view the default list and request changes, please use the Face Sheet Implementation Request Form.)
	[enter program list here]
	 FORMCHECKBOX 


	Race (displays a drop-down list that can be configured. To view the default list and request changes, please use the Face Sheet Implementation Request Form.)
	[enter program list here]
	 FORMCHECKBOX 


	Alien Registration (only applicable if “Alien” is listed as an option in the Citizenship drop-down list)
	[enter program list here]
	

	Marital Status (displays a drop-down list that can be configured. To view the default list and request changes, please use the Face Sheet Implementation Request Form.)
	[enter program list here]
	 FORMCHECKBOX 


	Homeless Cause (displays a drop-down list that can be configured. To view the default list and request changes, see Option 3 on page 7.)
	[enter program list here]
	 FORMCHECKBOX 


	Housing Authority (HA#) (displays a text box for you to enter the client’s HA #)
	[enter program list here]
	 FORMCHECKBOX 


	Spouse’s Name
	[enter program list here]
	

	Bed Location (displays a text box for you to describe where the bed is in the room)
	[enter program list here]
	 FORMCHECKBOX 


	Initial Contact Location (displays a non-configurable drop-down list containing the following options: Community Center, Fair, Government Office, Medical Facility, Other, Park, Place of Employment, Place of Worship, Private Residence, School, Street.)
	[enter program list here]
	 FORMCHECKBOX 



(intakesheet-form: cfg-background-list) (intakesheet-form: cfg-required-fields-msgs) (intakesheet-form: cfg-required-fields)
Data Set 2:  Please select from the following fields to display.  You may leave all of these fields off the form, if desired.  Some fields may also be marked as required fields on the form.
	Field Name
	Display for the following programs:
	Mark as Required

	Street Address
	[enter program list here]
	 FORMCHECKBOX 


	City, State, Zip
	[enter program list here]
	 FORMCHECKBOX 


	Residence County
	[enter program list here]
	 FORMCHECKBOX 


	Home Phone
	[enter program list here]
	 FORMCHECKBOX 


	Living Arrangements (displays a non-configurable drop-down list with the following options: Living Alone, Living with Spouse/Relative, and Living with Non Related Person)
	[enter program list here]
	 FORMCHECKBOX 


	Intake Time (allows you to document the time of admission) Set at the Program Type Level.
	[enter Program Type list here]
(intakesheet-form: cfg-miscfields-list)
	 FORMCHECKBOX 

(intakesheet-form: cfg-required-fields & cfg-required-fields-msgs)


(intakesheet-form: cfg-address-list) (intakesheet-form: cfg-required-fields-msgs) (intakesheet-form: cfg-required-fields)
Data Set 3:  Please select from the following fields to display.  You may leave all of these fields off the form, if desired.  Some fields may also be marked as required fields on the form.

Each of these options display a customized list of checkboxes for users to check several items off, as needed.  See Option 3 to edit the checklist items.
	Field Name
	Display for the following programs:
	Mark as Required

	Special Needs
	[enter program list here]
	 FORMCHECKBOX 


	Services Sought
	[enter program list here]
	 FORMCHECKBOX 


	Check All That Apply (This is a checklist field that displays as 'Check all that Apply.' You can then customize the checklist items that display here and users can select more than one option (as applicable to the client).  There are no default options.  This is the most flexible field on the Intake form, and can also be displayed on the face sheet.)
	[enter program list here]
	 FORMCHECKBOX 



(intakesheet-form: cfg-needy-list) (intakesheet-form: cfg-required-fields-msgs) ( intakesheet-form: cfg-required-fields)
Option 3 – Demographic Data (Edit lists)
Enhancement location:  Intake/Admission > Search for client > Create New Application 

Enhancement description:  The contents displayed in drop-downs and checklists for the following fields on the single step admission form are editable: Income Sources, Current Living Situation, Homeless Duration, Previous Living, Services Sought checklist, Special Needs checklist, and Homeless Cause.  This option will allow you to determine what items will display in these lists.  The default list will automatically display if no changes are requested.  These settings are deployed agency-wide and at the program level as described within each table; however, programs that are set to submit the HUD APR will maintain the list selections required by HUD and will not be affected by edits made here.
	
	

	Primary Income – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.  These settings are deployed agency-wide.
Note that this field does not share data with the Entitlements section of a client’s record. Users will still need to enter specific amounts within that module. 

	Default List
	Instead of the default list, use this complete list:

	Employment Earnings

Unemployment Benefits

Private Disability Benefits

General Assistance

Alimony/Child Support

 SSI/SSD/SSA

VA Benefits

TANF

Self-pay

Home Relief

Medicaid

Medicaid Managed Care

Private Insurance

Medicare

DSS Congregate care

Other

None

Unknown


	[enter list here]

	(intakesheet-form: cfg-primincome) (intakesheet-form: cfg-primincome-extra)


	Current Living Situation – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.  These settings are deployed at the program level.

	Default List
	Instead of the default list, use this complete list for the programs listed:

	Emergency Shelter

Transitional housing for homeless persons

Psychiatric facility

Substance abuse treatment facility

Hospital

Jail/Prison

Domestic violence situation

Living with relatives/friends

Rental housing

Other

Non Housing (street/park/car/bus station/etc.)
	For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 



	(intakesheet-form: cfg-currenthousing) (intakesheet-form: cfg-currhouse-codes) 

(referralinfo-form: cfg-currenthousing) (referralinfo-form: cfg-currhouse-codes)
Previous Housing Situation – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line. These settings are deployed at the program level.


	Default List
	Instead of the default list, use this complete list for the programs listed:

	Independent Housing

Assisted/Supported Housing

Supervised Non-Facility

Supervised Facility

Hospital

Other Treatment Facility

Homeless

Correctional Facility

Prison/Penal Institution

Unknown

With Family or Friends

Streets

Emergency Shelter

Transitional Housing

Psychiatric Facility

Treatment Facility

Other

Own Home
	For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 



	(intakesheet-form: cfg-previoushousing)(referralinfo-form: cfg-previoushousing) (referralinfo-form: cfg-prevhouse-codes)
Services Sought – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line. These settings are deployed at the program level.


	Default List
	Instead of the default list, use this complete list for the programs listed:

	Shelter/Housing

Drug Treatment

Mental Health Care

Medical Care

Legal Aid – CRJS/Civil

Legal Aid - Immigration


	For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 



	(referralinfo-form: cfg-servicesought) (intakesheet-form: cfg-servicesought)



	Special Needs – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line. These settings are deployed at the program level.


	Default List
	Instead of the default list, use this complete list for the programs listed:

	Mental Illness

Drug Abuse

Cognitive Disability
Domestic Violence

Alcohol Abuse

HIV/AIDS

Physical Disability


	For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 



	(intakesheet-form: cfg-specialneeds)

	
	

	Homeless Cause – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line. These settings are deployed at the program level.


	Default List
	Instead of the default list, use this complete list for the programs listed:

	Benefits Loss/Reduction

Job Income Loss/Reduction

Eviction

Relocation

Release from Prison/Jail

Release from Hospital

Release from Psych. Facility
Illness

Injury

Domestic Violence

Asked to Leave Shared Residence

Drug/Alcohol Abuse

Other

Natural Disaster


	For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 



	(FACEFORM: cfg-homelesscause)


Check All That Apply – This checklist does not have a default list, so it if is requested to be turned on the checklist items must be provided as well.  Enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.  These settings are deployed at the program level.

	Default List
	Instead of the default list, use this complete list for the programs listed:

	N/A


	For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 




(FACEFORM: cfg-check-applicable)
Gender Identity – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line. These settings are deployed at the agency level.

	Default List
	Instead of the default list, use this complete list for all agency programs:

	Male

Female

Trans-Male
Trans-Female

Choose not to disclose
	Use this list:  [enter list here] 


(faceform: cfg-gender-list)

(faceform: cfg-gender-other)

(faceform: cfg-gender-other-lbl))
Sex at Birth – This list can only be added to, as the default values cannot be removed. To request additions to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line. These settings are deployed at the agency level.

	Default List
	Instead of the default list, use this complete list for all agency programs:

	Male

Female

Unknown
	Male

Female

Unknown

[enter list here]


(faceform: cfg-sex-birth-add-options)
Sexual Orientation – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line. These settings are deployed at the agency level.

	Default List
	Instead of the default list, use this complete list for all agency programs:

	Lesbian, gay or homosexual

Straight or heterosexual

Bisexual

Something else, please describe (with textbox)

Don’t know

Choose not to disclose 
	Use this list:  [enter list here] 


(faceform: cfg-sexual-orientation-list)

(faceform: cfg-sexual-orientation-other)

(faceform: cfg-sexual-orientation-other-lbl)

Option 4 – Functionality Settings
Enhancement location:  Intake/Admission > Search for client > Create New Application 

Enhancement description:  The features described in this section deal with how the form acts when an admission Is being processed, and what buttons are available to users.  
Use Emergency Drop-In Center Logic:  If you have an emergency drop-in center, select the programs for which the emergency drop in center logic should be effective. This logic will automatically discharge a consumer the day after he was admitted. If the consumer shows up again on the day he was discharged, his admission will be extended and this continuity will be reflected on his records.  This setting is applied at the program level. 
Please select one of the following: 
	 FORMCHECKBOX 

	Do not use emergency drop-in logic for any agency programs. (default)

	 FORMCHECKBOX 

	Please use emergency drop-in logic for the following programs:  

[enter program list here]


(intakesheet-form: cfg-emerg-dropin)
Display Rejection Reasons page:  When rejecting an applicant (clicking the “Not Accepted to Program” button on the admission form), this option will open the rejection reasons page where users can check off the reason that apply to the applicant not being admitted.  This setting is applied at the program level. 
Please select one of the following: 
	 FORMCHECKBOX 

	Do not display the rejection reasons page for any agency programs. (default)

	 FORMCHECKBOX 

	Please display the rejection reasons page for the following programs:  

[enter program list here]


(intakesheet-form: cfg-reject-reasons)
	Rejection Reasons List – For programs set to display rejection reasons, this list can be customized.  To request changes to the default list, enter the complete list in the order which you would like it to display in the column to the right.  Each list item should appear on its own line. These settings will be applied to the same programs set to display this list.


	Default List
	Instead of the default list, use this complete list:

	Dev.--Disorder Mental Retardation

Arson

Unwilling to create ITP

Unwilling to meet with CM

Unwilling to learn ADL skills

Insufficient motivation

Unable to self-medicate

Unwilling to follow CR rules

No mental illness history

Age out of range

Unwilling to follow program

History--substance abuse

History--suicidal behavior

History--violence

Antisocial/Person/Disorder

Danger to self

Uncooperative with treatment

History--sexual violence

Crim. possession of weapon

Lack of insight

Unstable--Unready for disch.

Organic brain syndrome

Terminal illness

Homicidal ideation

Arrest/incarceration history

Rejected--Other Explanation

Medically Inappropriate

Non-Transitionable

Current CPL Status

Evaluative Disqualifier

Intoxication

Ineligible for Prgm Services
	Use this list:  [enter list here] 



	(cfg-rejectioncode) (rejctset.w: cfg-customrejection-list)


Option 5 – Field Labels
Enhancement location:  Intake/Admission > Search for client > Create New Application
Enhancement description:  This options allows agencies to labels used on the admission forms.  Below is a lists of fields you can relabel to better resemble your program language. This setting is deployed at the agency level.
	Field Name

	Relabel for the agency:


	Gender Identity
	Use this label: [enter label]


	(faceform: cfg-gender-other-lbl)



Option 6 – ENTERING ENTITLEMENTS
Enhancement location: Intake/Admission > select client > Process Admission
Enhancement description:  After completing the admission process, users will now have the option to display a page that allows them to assign entitlements to the client’s records without having to navigate to the Entitlements module Certified Entitlements feature or Face Sheet. Agencies can also select which specific entitlements can be assigned during this process.

For example, if you want to allow users to enter in Medicaid and Medicare numbers at this point of admission, you can opt to have these display during the admission process. All additional entitlements can be entered through the Entitlements module Certified Entitlements feature or Face Sheet.
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Note, when this options is turned on, any user who has the ability to process an admission will be able to enter entitlements information, regardless if they have the “Entitlements Data Entry” data entry/access permission.

If the programs also use a Consent Form and/or Household functionality, the admission entitlement data entry page will display after these pages.
The setting is applied at the program type level.

Step 1:

Please select one of the following: 

	 FORMCHECKBOX 

	Display the option to enter entitlements during the admission process for the following program types: 

[enter program type list here]
If selected, proceed to Step 2. 

	 FORMCHECKBOX 

	Do not allow this option.


(Certified Entitlements: cfg-enable-intake-entitlements)
Step 2:

Based on the Entitlements set to display for your agency on the Face Sheet Request Form, identify which entitlements will be allowed to be entered during the admission process. This setting is also applied at the program type level.  

	Default List
	Use this complete list for program types listed:

	N/A
	For these program types: [enter program type list here]
Use this list:  [enter list here] 

For these program types: [enter program type list here]
Use this list:  [enter list here] 

For these program types: [enter program type list here]
Use this list:  [enter list here] 

	(Certified Entitlements: cfg-intake-entitlements)
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