CCFA HOW TO:	ADD A PARENT WITH SPECIAL NEEDS


Family Members with Special Needs are captured on the Family Member Detail's page.

If the parent record is being added, there is a checkbox for "Special Needs" in the Add Person's screen.

· Check the box off, and continue entering the family record.


[SCREEN SHOT OF CCFA ADD PERSON SCREEN AND THE SPECIAL NEEDS BOX HIGHLIGHTED.]



If the family has already been added to CCFA, the record needs to be Edited.

· Click on the Parent's name on the right side of the screen, under the Summary section.


[SCREEN SHOT OF CCFA ACTION ADD FAMILY MEMBER SCREEN WITH THE PARENT HIGHLIHGTED IN THE FAMILY MEMBERS BOX..]

· From the Action dropdown menu, select Edit.

· Once you are in the Person's detail page, check off the Special Needs check box.

[SCREEN SHOT POINTING TO THE SPECIAL NEEDS BOX AND EDIT SELECTED IN THE ACTION DROP DOWN MENU.]

· Two drop down menus will be displayed under Special Needs:
· Type
· Duration

· Select a Type and a Duration
· Save the record.

[SCREEN SHOT OF THE SPECIAL NEEDS TYPE DROP DOWN MENU AND DURATION MENU SHOWING PERMANENT AND TEMPORARY AS SELECTION OPTIONS.]
NOTE:	Once the Special Needs box is checked off on the Person's Detail page,
you are not required to enter an activity for the parent.
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