Entering Household Members Through Face Sheet
1. Opening Menu:  Profile

2.  Consumer/ Program Profile:  Select program form Program/Site drop down menu.  Under Face Sheet, for current consumers, leave “Current Roster” radio button selected.  If you are updating a discharged consumer, select “Roster Archives.”  Face Sheet
3. Consumer Profile / Face Sheet Update Selection:  Choose consumer from consumer drop down menu.  CONTINUE
4. Consumer Face Sheet:  Household and Child Info
5. Household / Child Info:  Enter information on all additional adults living in the household.  Scroll down to the section headed: “List all children under 18 living in household.”  Complete all fields for each child in the household.  If child is not in school:

1. Educational Enrollment Status:  No

2. Type of School: N/A

3. Skip the following fields:

a. Student Body Age

b. School County

c. School District

d. School Name

4. Barriers to Enrollment: Check appropriate box (boxes).  If child is not yet school age, then check “None.”

6. Once all information is entered:  SAVE
7. Consumer Face Sheet:  Opening Menu
