




 



 

To correct the Entry or Exit Master Assessment date so that it matches the Project Start Date 
or Exit date on the client’s enrollment: 

 ▪ Go the Master Assessments and click on the three dots to the left of the Entry or Exit 
Assessment (whichever needs corrected) 

 ▪ Select View Related Assessments 

 



Next, click on the “Edit Assessment” button in the upper right corner of the screen: 

 

Change the “Assessment Date” to the correct Project Start or Exit Date so the Master assessment 
matches the dates on the client’s dashboard screen for the “Entry” or “Exit” for the client. 

 

Next, go back to the client’s Master Assessments and select each assessment with a “Green” 
“Complete” button and make sure each of the completed assessments has the correct Project 
Start or Exit Date.  If it does not, make the change on each of these individual assessments. 



 

 

Number of Child and Unknown-age heads of household 

 Sometimes the CAPER will throw errors when there is more than one head of household 
designated in a household. When you run a caper and look at the caper viewer tool, there is a 
section under Q5A validation table, that reads “number of child and unknown age heads of 
household”. You could avoid issues related to multiple heads of household, duplicates, and 
missing date of birth by reviewing the list of clients under this section and making the necessary 
corrections. 

 • If there are more than one head of household OR the head of household is a child a. 
Go to the client’s profile and click on the blue play button next to the enrollment. 

 b. Select “View Case Members” from the drop-down menu. 

 c. If a case member is showing as “Self” when they should not 



 i. Go to the client’s dashboard. 

 ii. Click on the blue play button next to the enrollment. 

 iii. Select “Edit Project Entry Workflow” from the drop-down menu. 

 iv. Under the “Family Members” section of the intake, select the 
appropriate relationship to the head of household for all clients enrolled. 

 • If there is a missing Date of Birth 

 a. Go to the client’s dashboard. 

 b. Click on the “Edit Client” tab on the left-side menu. 

 c. Enter a complete and accurate date of birth. 

 • If the head of household is a minor (17 years old or under) 

 a. If the minor should have been exited along with a parent or guardian, exit the minor as of 
the date when the parent or guardian exited the project. 

 b. If the minor should have never been enrolled in the project, reach out to the helpdesk so 
we can delete the enrollment for the client. 

 • If this a duplicate client 

a. Reach out to the helpdesk and provide the client IDs so we can merge the records and 
keep the most accurate and complete record 



 


