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Case Manager, Case Plan & Case Note
Workflow
Workflow for recording Case Manager, Case Plan, & Case Notes in KYHMIS

1 Navigate to KYHMIS.https://wscs.wellsky.com/kyhomeless/com.bowmansystem
s.sp5.core.ServicePoint/index.html#loadClient;clientId=263826

Case Manager

2 Click on the "Case Managers" tab within the Client Record.
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3 Click "Add Case Manager".

4 Select the Case Manager.

"Me" will default to you (the user entering the information).
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5 "Other" will allow manually entered Case Manager information.

6 "Community Services User" allows you to pick from a drop-down of users for that
Provider.

Provider will default to the Provider the user is Entering Data As (EDA).
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7 Fill in the relevant information, and click "Add Case Manager".

Case Plans
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8 Click "Case Plans" tab within the Client Record.

9 Then click "Add Goal".
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Tip!

In this section, Goal Classification, Action Steps, Case Notes and related Service
Transactions can be added.

10 Select the Case Manager who will be working with the client.

Enter the "Date Goal was Set".
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11 Select your "Classification" and "Type"- what kind of goal is it?

12 Enter your "Goal Description".
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13 Enter your "Target Date".

14 If necessary, create a Follow Up.
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Tip!

Once the goal is saved, different areas on the screen are available to be completed. It
depends on your agency's workflow which of these areas would need to be filled out.

15 Click "Add Goal"

Case Notes
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16 Click "Add Case Note".

17 Enter your Case Note information.

Entering Case Notes allows you to record:

  • Progress & accomplishments towards the Client's goals.

  • Important notes for other staff or to document a call with a landlord, etc.

  • Times you met with the Client or talked to them over the phone, etc.

  • Add Action Plan- click "Add Action Step" field.
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18 Click "Save Case Note"

Tip!

The questions in bold are required to be answered to save the goal.

Create Goals, Case Notes, and Action Steps to assist clients in planning self-sufficiency
and tracking outcomes!
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19 Click "Save & Exit" when finished.


