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Procedure to Close a Case Plan

1. Select small “Case Plan” Tab below the large “Client Information” Tab.
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2. To update the goal that was set forthe client by your program. Click edit pencil.
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3. Choose items from drop down for the “Overall Status” to mark it “Closed” or
“Abandoned,” if Closed, what was the Outcome? The date and percent complete are

optional.
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4. Close any open Action Steps (if necessary) using the same procedure.
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5. Click “Save and Exit at bottom of page.
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