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PREREQUISITES

• Introduction to Evolv

• Basic understanding of Evolv navigation and common terms

• Knowledge of how to follow an Evolv breadcrumb       



GOALS & OBJECTIVES
Goal:

Staff will understand the three different ways to create a Client Chart in 
Evolv, including where to document the new information.

Objectives:

1. Staff will be familiar with how to create a new Client Chart from an 
Accepted Referral Chart

2. Staff will be familiar with how to enroll a patient into a New Program on 
their Existing Evolv Client Chart

3. Staff will be familiar with how to create a new Client Chart when there 
is no Referral Chart

4. Staff will be familiar with all the areas required for entering information 
into the Client Chart



CREATING A CLIENT CHART 
FROM AN ACCEPTED 

REFERRAL



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL

Search for your patient in Client Module
• Click in the “Select client” field. 
• Enter your search term

You may search by:
- Last Name           - First Name
- Middle Name     - AKA/Alias
- Date of Birth       - SS#
- ID#                        - Medicaid#
- And other search terms 

• Press “Enter”



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL
• Review the names to see if your applicant has an existing Client Chart
• If the name appears, click on it to open their existing Client chart – This will be 

covered later in this training

If the name DOES NOT appear in the list, close the window and follow the next steps



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL

If the person has NO Client Chart…
 Click “Referrals”
 Click “Referrals Made” > Scroll over to “To 

Programs”
 Click “Referral Information”
 Click in the “Select Referral” box

Search for your applicant

Navigate to: 

We found no search results in the Client Module, so now we will 
search the Referral Module to see if this person has a Referral Chart



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL
 If their name DOES appear in the search results, look to the far-

right column to double check whether they already have a Client 
Chart or only have a Referral Chart



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL

When the chart opens you may see they have a referral to one program 
OR more than one program

 Click the “Action” button
 Click “Open Form”



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL

 Scroll Down to “Referral Status”
 Update the status to “Accepted”

ALWAYS update by adding a new status under the existing one

NEVER delete or write over the existing status

 Once the “Referral Status” has been updated
 Click “Save”



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL

Navigate to 

Search for your Client

Now that the person’s Referral Chart has a status of “Accepted” for your program
you will be able to Create a Client Chart from the Accepted Referral Chart



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL

Click “New” the People Wizard will open
Click “Intake-Referral”



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL

 Search for your Client
 Click the Client name



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL

Field Entry

Intake Date-Time Actual Intake Date & Time

Initial Facility Click the button, enter % into the search field. You should only get your program as a 
result. Select your program

Unit
Select to room or bed the client will be assigned to.

If this is a FUOP chart there will be appropriate selections

Child of Placed Client Check this checkbox if this chart is the child of a Latinas Patient

Initial Program
Enrollment Modifier If this is a Latinas Patient, one of the Modifiers may be applicable to your patient

The “Initial Enrollment from Accepted Referral” Form will open
Enter fields as follows:



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL

Initial Primary Worker
Primary Worker & Worker Role: The worker 
who has primary responsibility for the 
Client.   This can be altered later if necessary

 At Residential this will be the Treatment 
Coordinator

 At CSS this will be the Counselor
 At FUOP this will be the Clinician

You can assign Other Worker Assignments 
and Workgroups at this time (and/or later)
 This may be a Case Manager, Recovery 

Coach, or other staff that is known to be 
assigned to the case



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL
Enroll into Support Group
This is where you can enroll the client into Support Groups at this time
Funding Information
This is where you can enter the benefit assignment at this time

There will be a separate, more in-depth training about Support Group Enrollment and Benefit Assignments at a later date



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL

Diagnosis
You must enter a Diagnosis and Diagnosis Priority 

Click “Save”



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL

If you are a FUOP staff - once the patient is enrolled in your program, you must 
follow this additional step:

 Going forward all FUOP Patients will be enrolled in the “FUOP” Program AND
the “Integrated Care Plan” Program

 This will enable staff to create an Integrated Care Plan for the Client

Follow the steps in the section “Create a New Program Enrollment on the Existing 
Client Chart” of this slide deck to add the enrollment

FUOP Adds an Additional Program



CREATE A CLIENT CHART FROM AN ACCEPTED REFERRAL

The Patient now has a Client Chart, and we can bill for this person.

You may review and update the patient’s previously entered information by going to 
the following breadcrumbs:

 Demographics 

 Allergies

 Adding Alert Flags 

 Priority Status

 Collateral Relationships

 Diagnosis

 Medications



CREATING A NEW PROGRAM 
ENROLLMENT ON AN EXISTING 

CHART



CREATING A NEW PROGRAM ENROLLMENT ON AN 
EXISTING CLIENT CHART

If you have searched for the Patient and found that s/he has an 
existing Client chart, follow the steps below to add a program 
enrollment for YOUR PROGRAM onto their chart:

Navigate to the Client Module

Click on “Select Client”

 Search for your patient

Click on their name to open their chart

Navigate to  



CREATE A NEW PROGRAM ENROLLMENT

If you have searched for the Patient and found that s/he has an 
existing Client chart, follow the steps below to add a program 
enrollment for YOUR PROGRAM onto their chart:

 Click in the “Select Client” box

 Search for your patient

 Click on their name to open their chart

 Navigate to



CREATE A NEW PROGRAM ENROLLMENT

The Enrollment Information page will 
show you all Program Enrollments this 
Patient has ever had with Casa. 
(since recording enrollments in Evolv)

You see:
 Program

 Worker Assignments

 Enrollment and Discharge Dates



CREATE A NEW PROGRAM ENROLLMENT

The “Enrollments Information” page is divided 
by colored bars to indicate “Agency” and 
“Program”

By clicking the “caret” next to each program, you can 
expand or collapse that program information



CREATE A NEW PROGRAM ENROLLMENT

 Click on the Menu button on the 
“Agency” bar

 This will open a dropdown menu

 Select “New Program Enrollment”

 The “Program Enrollment Form” will 
open



CREATE A NEW PROGRAM ENROLLMENT
 Complete the fields as follows:

Field Entry

Program Your Program

Start Date / Time Actual Date and Time of Enrollment

Placement Type All programs choose “Facility Placement” 
*Except SOAP – SOAP will choose “Attendance Enrollment” 

Service Facility This will have only one option, based on the Placement Type you selected

Unit Select to room or bed the client will be assigned to If this is a FUOP chart there will be 
appropriate selections

Child of Placed Client Check this checkbox if this chart is the child of a Latinas Patient 

Initial Program Enrollment 
Modifier If this is a Latinas Patient, one of the Modifiers may be applicable to your patient



CREATE A NEW PROGRAM ENROLLMENT



CREATE A NEW PROGRAM ENROLLMENT

 Click “Primary Worker”
• Select the worker who will have primary responsibility for the Client. 

This can be altered later if necessary.

 At Residential this will be the Treatment Coordinator
 At CSS this will be the Counselor
 At FUOP this will be the Clinician

 Click on Primary Worker’s Role
• Select the role of the staff person you entered in the field above

 At the top of the page, click “Save”

Your Program will now show in the list of Program Enrollments on the Patient’s Chart



CREATE A NEW PROGRAM ENROLLMENT



CREATE A NEW PROGRAM ENROLLMENT

If you are a FUOP staff - once the patient is enrolled in your program, you must 
follow this additional step:

 Going forward all FUOP Patients will be enrolled in the “FUOP” Program AND
the “Integrated Care Plan” Program

 This will enable staff to create an Integrated Care Plan for the Client

Follow the steps in the section “Create a New Program Enrollment on the Existing 
Client Chart” of this slide deck to add the enrollment

FUOP Adds an Additional Program



CREATE A NEW CLIENT CHART –
When there is no existing Client 

Chart or Referral Chart



CREATE A NEW CLIENT CHART
Search for your patient 
• Click in the “Select client” field. 
• Enter your search term

You may search by:
- Last Name           - First Name
- Middle Name     - AKA/Alias
- Date of Birth       - SS#
- ID#                        - Medicaid#
- And other search terms 

• Press “Enter”

We are going to search the system to find out if the 
patient already has a chart in the system

IMPORTANT: Please keep in mind that some of our clients may have changed some of their 
information, such as NAME or GENDER since their last stay. In these cases, Social Security Number is 
a good search criteria.



CREATE A NEW CLIENT CHART

• Review the names to see if your applicant has an existing Client Chart
• If the name appears, click on it to open their existing Client chart –

This was covered previously in the training

If the name DOES NOT appear in the list, Click “NEW”



CREATE A NEW CLIENT CHART

Click “Intake-New”
This will open the Intake Wizard 



CREATE A NEW CLIENT CHART
 Enter the search criteria
 Click “Proceed”



CREATE A NEW CLIENT CHART
The system shows results that may match 
your search (the system requires this 
second search to prevent creating a 
duplicate chart by mistake)

 Check carefully for the person you 
are searching for 

 If you see the person, you are 
searching for in the results, click on 
that name

 If you do NOT see the person you 
are searching for, click              
“Create new record…” box

 This is the step we are following in 
this training

 Then click “Proceed”



CREATING A REFERRAL CHART IN EVOLV

NOTE: There is a field for Priority Status here, but this is NOT the place you should enter it

The “Intake -New” form will open               
“     Personal Information”
Enter information about the Client, 
including:

a. Last name, First Name
b. Gender
c. Address Information
d. Identifying Information
e. Demographic Information
f.  Appearance
g. Languages
h. Contact Information



CREATE A NEW CLIENT CHART
Still in the “     Personal Information” tab
Scroll to the bottom of the window to “Family Information”

 Here you have the option to enter family members if 
this information is known at the time of referral.

 Once completed Click “Proceed” 



CREATE A NEW CLIENT CHART

Under the “    Intake Information” tab
Enter information about the Client, 
including:
a. Agency Placement
b. Referral Information / Contact
c. Initial Placement
d. Initial Primary Worker
e. Diagnosis
f. Other Worker Assignments
g. How Heard of Agency
h. Support Group Enrollment
i. Funding Information*

*These will be covered in another training



CREATE A NEW CLIENT CHART
Referral Information
Enter information about the Referral, including:

a. Referral Date and Time 
b. Managing Office Responsible (your program)
c. Referral Source*
d. Referral Contact* 
e. Primary Reason for Referral

This is ALWAYS “Substance Abuse” for Residential and CSS
(*instructions for this in 2 slides)



CREATE A NEW CLIENT CHART
Instructions for adding a Referral Contact person

• Once the “Referral Source” is entered, “CLICK” on the Referral Source name
• This will open the “Outside Organization Stand Alone Form”, which allows staff to add 

contacts to the organization
• Scroll down to “Contacts”
• Click on the binocular icon 
• Search for the name of the Contact you want to add

• The system will search to see if this person already exists in the system 
• If the Contact shows up in the search list, click on their name
• If the Contact DOES NOT show up in the search list, click on the “New” button

• This will open the “Referral Contact Personal Information” window
• Enter the required information AND enter phone number and email address 
• Click “Save”

• This will bring you back to the search window
• Click on the Contact’s name

• This will add the Contact to the organization 
• Click “Save” in the Outside Organization Stand Alone Form 
• You will be brought back to the New Referral wizard. 
• Click in the “Referral Contact” field. 

• This will show you all contacts associated with that organization
• Click on the Contact you want to add



CREATE A NEW CLIENT CHART
FIELD ENTRY

Initial Program Your Program

Placement Type All Programs choose “Facility Placement” except SOAP. 
SOAP will choose “Attendance Enrollment”

Initial Facility Select your Facility

Unit Select a room or bed the client will be assigned to. 
If this is a FOUP Chart there will be appropriate selections. 



CREATE A NEW CLIENT CHART

If this chart is for the child of a Latinas Patient, scroll 
down and ensure the appropriate checkbox is checked

Initial Primary Worker: 
Click on “Worker”

Select the worker who will have primary responsibility 
for the Client.  This can be altered later if necessary.

 At Residential this will be the Treatment Coordinator
 At CSS this will be the Counselor
 At FUOP this will be the Clinician

Click on “Worker Role”
Select the role of the staff person you entered in the field 
above



CREATE A NEW CLIENT CHART

Click “How Referral heard of Agency”
 Click the magnifying glass icon 

“Method” then select the appropriate 
source. This  can be used to track how 
referral sources hear of the Agency

Click “Funding Information”
 This is where you can enter the benefit 

assignment at this time

There will be a separate, more in-depth training 
about entering benefit assignment at a later date

Once you’ve completed all the needed information Click 



Navigate to 

This shows you the information you previously entered as well as additional fields for 
addition / editing information

CREATE A NEW CLIENT CHART



CREATE A NEW CLIENT CHART

If you are a FUOP staff - once the patient is enrolled in your program, you must 
follow this additional step:

 Going forward all FUOP Patients will be enrolled in the “FUOP” Program AND
the “Integrated Care Plan” Program

 This will enable staff to create an Integrated Care Plan for the Client

Follow the steps in the section “Create a New Program Enrollment on the Existing 
Client Chart” of this slide deck to add the enrollment

FUOP Adds an Additional Program



CREATE A NEW CLIENT CHART
Adding Medications to a new Client Chart

1. Navigate to: 

2. Click on “Add New / Add Event” and then select 
“Medications”

3. Click 
“Medications”



CREATE A NEW CLIENT CHART

The Medications Form will open, 
and you will enter all relevant 
details as described on the next 
slide. 

Click the checkbox next to:
“Will be used for eMAR” if you 
are a Residential or CSS Program
 This will cause the “First 

Administration Date” to be 
required”

 This will also add the 
medication to the eMAR
function of Evolv



CREATE A NEW CLIENT CHART

 Complete the following fields:

Drug Type the name of the medication into “Drug Name” and click “Search”. Select the appropriate medication 

Product Strength Enter the number of milligrams stated on the bottle 

Start Date The date this bottle was prescribed

Delivery Enter the way this client takes this medication. Example: Oral, Submucosal, etc.

Dose Enter the number of tablets/capsules/milliliters should be taken each time the client takes this medication, as stated on the bottle

Form Enter the whether the medication is a pill, tablet, capsule, syrup, etc.

Frequency Enter how often the medication is taken. Example: Twice Daily, or Every 4 Hours 

Time of Day Select the Time of day the medication should be taken. You can add multiple times if necessary 

Quantity Enter the number of pills staff actually counted as being in the bottle 

Refills Remaining Enter the number or refills remaining as indicated on the pill bottle 



CREATE A NEW CLIENT CHART

As you scroll you will see Tabs to be 
completed as follows:
 Prescription Information: 
ONLY complete if prescribed by a CASA 
PROVIDER
 Prescribed by Other Provider Information:
Complete when prescribed by a provider 
OUTSIDE CASA
 Diagnosis and Problems Treating: 
If the prescription is treating a diagnosis that 
is in the Client’s chart, that Diagnosis can be 
selected here

Scroll back to the top of the screen and click 
“Save”



CREATE A NEW CLIENT CHART

Once a client’s medications are saved to the chart, they will appear as a list.

Navigate to:  

 Staff may view more information or edit information by
 Clicking the “Action” button and “Open Form”



CREATE A NEW CLIENT CHART

1. Client Charts are created in different ways, depending on the situation

a) If a person has an existing Client Chart
i. Add a program enrollment for your Program to their existing chart

b) If a person already has a Referral Chart
i. Create a New Client Chart from Accepted Referral Chart

c) If a person has NO Referral Chart and NO Client Chart
i. Create a NEW Client Chart

Review:



Thank you!
Questions?
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