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Client Admissions 
Task Directory / Client Information and Program 
CLICK NEW 

 
Required fields:  Name, Date of Birth, SSN (you can just enter an x or last 4 as desired) 
Plan Coordinator is generally the person who manages the location, Program Coordinator is generally the Quality 
person.  Both fields are soft-coded and the labels can be changed to match your company policy. 
Enter all desired information and upload client/patient picture.  Don’t forget to SAVE. 
Pharmacy Interface Users:  At this point prescription records will populate the system for the entered client/patient. 
Client Name and Date of Birth must MATCH.     

Add Client Pictures  
Click the Browse button. 
Find the picture on your hard drive.   
Select it  
Click Save. 
 
The picture must be a JPG or GIF file  AND Total file size is limited to 20kb  AND  125x125 pixels – you can use Paint or 

any program that will allow you to resize by pixels. 
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Addresses 
This area contains specific addresses and contact information for the client other than the Location to which they are 

assigned.  Examples – Client lives in the community and attend your program. Client lives in an apartment and receives 

living support. 

 
Personal Information 
This information controls the medication Administration page, and provides information for the Client Profile Report 
which is available from every page in Adaptive.  See Client Profile section later in this document for more information. 

 
 
Self-medicated = do not include this client in late charting reminders, but do create a medication administration page. 
Med Logs Required = Do not create a medication administration page, but do keep a record of medications that are 
prescribed.   
 

Do NOT uncheck Med Logs Required if you want to chart on medication administration! 

Personal Instructions (Soft Coded) Text Fields 
These are large text fields where you can carry additional information required for the client – example Living Will, 

Funeral Plans etc.  They only display here. 
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Client Profile:  Summary Questions  

 
 

 

Use the radio buttons, dropdowns and add information regarding the client. 

Client Services  
• Use the dropdown to select each service a client receives.  – Start date is mandatory.   (This table is set up at the 

company level. ) 

• When a service is discontinued, an end date can be entered. 

• A service can be entered multiple times with different start/stop dates 
 

 
Immunization History 
Record all current immunizations in effect.  Only the current record will print on the Client Profile. 
History will display in the table below. 
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Client Profile Report  

• Includes: 
o The Address information if other than the location address is pulled from the “Addresses” blue bar.  
o Contact information for Case Managers, Medical Professionals and People Involved in Care is pulled from 

their respective areas on the Client Master. 

• Hygiene, Nutrition, Toileting, and Mobility and Behavioral information as added to the Client Profile 
This is an easy to access compact profile for each client.  It is available from the top green bar that appears on every 
charting page. 

 
 
Report Request: 
Click on Client Profile from the top green bar to call the report request. 

 
You can elect to include medication information if desired. 

 
There are 2 formats of the Client Profile, Format A – presents Hygiene, Nutrition, Toileting, and Mobility and Behavioral 

information after contact information, Format B presents this information on the first page.  The format is select at the 

company level in Company Configuration. 

  

 

People Involved in Care  
Add Family Members, Friends and contacts unique to a client. You can add as many as desired.  There is no company 

library for this section. 
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Organizations Involved in Care 
These are 3rd Parties with which a client is associated.  You can create a corporate list of organizations and then 

associate with specific clients.  When you associate with a client, you may also associate an employee of the 3rd party 

with the client. Generally used for employers, schools, day programs etc. 

 

Associate an Organization with a client: 

 
Use the dropdown to select an organization.  Once that is done, you can add a specific organization employee to 

associate with your client. 

Pharmacies Involved in Care 
Click Add/Update Pharmacy to add a new pharmacy to the company library.   
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Associate a Pharmacy with a Client: 
Use the dropdown to select the desired pharmacy for the client.   

Then Click SAVE. The pharmacy selected and saved will appear in a list below.  (You can add multiple pharmacies ) 

 
Pharmacy Employees can be given access if desired.  NOT REQUIRED. 
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Medical Professionals (and Preferred Hospital) 
Click Add/Update Medical Professional to add a new Professional to the company library.   

This field is sorted based on the Full Name field – DO NOT START NAMES with Dr.  You will have lots of “D”s. 

 

 

Associate Medical Professionals with Clients: 
Use the dropdown to select the desired Medical Professional for the client and Select Primary Types. 

 
Indicate if the professional is the primary physician or is also an emergency contact (instructions are required).   

Then Click SAVE.   
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Inactivate/ Reactivate Medical Professionals  
Change Active to Inactive using the dropdown on the right.  If you inactivate a primary contact, you will be reminded 

that a primary contact is required, but the system does NOT enforce this rule.  You are responsible.  Make sure you have 

indicated the primary. 

Inactive professionals show on bottom of this list.  They do not print on the Client Profile or Emergency Report or appear 

in the dropdown of professionals presented on the Appointment setup page. 

If a user reactivates an Archived Medical Professional – it will lose the Archived Status. 

Medical Professional/Client associations List  
 is available from the Dashboard on the Administrative page. 

Archive duplicate and inactive Medical Professional Records 
If you no longer want a specific medical professional to be available for clients – check the archive box and save the 

record. 

If you have the situation where a single medical professional was added to the company library multiple times and you 

want to eliminate duplicates , follow this process. 

Edit the unwanted record and check archive.  When you save the record you will see a list of clients who have this record 

associated with them.  You will need to inactive those associations before you can archive. 

 
Archived Medical Professional records will appear at the bottom of this list, only on this view.   
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Case Workers 
• See Company Configuration User Guide to manage Contact Type dropdown. 

• Case Manager ID is needed for Managers of Record on Service Agreements 

• If Applies to All? is selected the contact will appear as a selection option for recording the 3rd Parties who were 

contacted regarding an Incident Ticket for all clients.  The contact will not appear in a Client’s associated 

contacts elsewhere in the system.  (This type is for State Reporting Agencies and Individuals.) 

 

Associate a case manager with a client and indicate if Primary. 

 
A list of ALL Case Manager/Client associations is available from the Dashboard on the Administrative page. 

Applies to all?   
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Inactivate/ Reactivate Case Managers 
Change Active to Inactive using the dropdown on the right.  If you inactivate a primary contact, you will be reminded 

that a primary contact is required, but the system does NOT enforce this rule.  You are responsible.  Make sure you have 

indicated the primary. 

Inactive professionals show on bottom of this list.  They do not print on the Client Profile or Emergency Report or appear 
in the dropdown of professionals presented on the Appointment setup page. 
You can reactivate inactive professionals. 

Payers   
Select Add/Update Payer 
Enter all the information for this Payer.  Please be complete, the information will be available to be used for other 
clients.  The list of Payers at the COMPANY level shows in the list on the right and you can scroll through them by using 
the arrow keys. 

 
Add a Payer to the client record: 

Select the Payer, Click Save.  You can add additional information unique to the client in the fields provided.

 
The list of Payers for the Client appears below the maintenance buttons.   

Payers appear on the Client Profile and Appointment Referrals. 

Service Agreements 
See Occupancy and Claims Management User Guides 
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Financial Information 

 
These fields appear on various reports in the system.  MHS Location is used to associate a client who resides in a 

company owned home to a location where billable progress notes are recorded. 

BILLING RECORD # (this is a soft coded field  - it is the one immediately below the MHS Location field – your company 

may have renamed it) This field is included on the Time Entry billing report if Time Records or Billable Progress Notes are 

entered that reference a client. 

Default Billing Code- if a client is referenced on a Time record – this is the default code – it can be changed. 

Client Additional Information 
Click on the Clients Picture then select Client Additional Information  

 

MHS 
See Mental Health Services User Guide. 

Periodic Reports 
See Progress Reports User Guide. 

Directives and Comments  
The user can save any number of Directives or Comments for the client. This information display on various reports 

including: eMAR, ChronoMAR, Appointment Reference, Client Profile, Emergency and the Medication Administration 

Recording page. 

Select either Comment or Directive from the dropdown, add the text and click SAVE.  Existing Records can be edited or 

inactivated. 
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Diagnosis 
Information saved here will be included on various reports including the printed eMAR and Client Profile and can be 

linked to specific medications.   

Any number of records may be added, and multiple primary codes are allowed. 

Use the dropdown to select a diagnosis and then click save.  This table is managed at the company level.  Contact your 

Administrator or see Management Activities accessed from Administrative CP user guide for information regarding 

additions/deletions/changes. 

 

Allergies 
Click Vital Precautionary Information / Allergies Information saved here will display on the eMAR input form and on 

various reports. 

 

 
 

Abuse Neglect/Risk 
 See Risk/Individual Abuse Prevention Plan User Guide 
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Resident Evacuation 

 
A report can be run from Client Reports. 

 

Individual Service Plan / Care Plan/ Plan of Care 
See Plan of Care User Guide. 

 

Client: Attached Documents 
See Attach Documents User Guide for how to create folders and upload documents specific to a client.  

 


