CHANGING A CASE STATUS TO “OPEN” IN CAMS

After the Eligibility Assessment is complete, if the person is accepted for programming, the case
status must be changed to Open in CAMS.

1. SEARCH FOR THE CASE USING THE LEFT-HAND MENU IN CAMS

Hover over My Cases on the menu to the left and select “My Waitlist”.
Click on the person’s name to open the case profile in CAMS.

2. ON THE INTAKE FORM TAB, CLICK THE PROGRAM NAME HYPERLINK IN THE
“PROGRAM & WORKER” SECTION
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3. CHANGE THE PROGRAM STATUS TO “OPEN"

= Select “Open” from the “Action” dropdown menu in the bottom section of the screen.
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= In the “Action Date” field, enter the date the case was opened (i.e. the date the person was enrolled
into programming).

= (Click “Save action”.

Your case is now open.
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