
Adding a Client Goal

Enter due dates for ALL 
listed steps
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Choose the goal to add

Click the Save button

Enter the goal due date

Click the Save button



Adding a Client Goal (continued)

Enter the dates of completion for 
any step that is completed
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Click the Save button

When you have completed a goal step, 
click on the calendar icon to enter a date 

of completion.



Adding a Client Goal (continued)

Click on an entry here to ADD it to 
the save list 
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Click the Save button

The dates of completion are now visible 
on the View Client Goal screen

Click here to add additional 
options for the client

Click on an entry here to DELETE 
it from the save list

The due date and completion dates 
default to the current date. Edit these as 

necessary.

NOTE: a due date is necessary but a 
completion date is not.



Adding a Client Goal (continued)
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The optional steps you added are 
now visible on the View Client Goal 

screen


