CP Online version Program year 2024-2025
Instructions for setting up a Home Visit Schedule and Entering HV information in ChildPlus
*Set up home visit schedule after the first visit is completed* 
(all information before first visit is completed will be logged under enrollment notes) 
Setting up visit schedule- (Set up one per family) 
Family Service Section 
1. Click “Add Event”
2. Click “Home Visit”
3. Initial Date- Place current date

4. Description- place Home Visit Schedule (can add program year)

5. Agency Worker- place your name

6. Click the three dots on the bottom of the page and choose Schedule Home Visits located at the top of that page

a. Starting- place Monday’s date of the week you completed the first visit. 
b .  Continuing until- place the last week of the program year
b. Agency Worker- place your name
d.   uncheck box for Add a counter after the description
e. click ok, save












Program year 2024-2025

Entering Home Visit information 
Family Service Section
1. Click on the Home Visit Schedule

2. Under “Actions” section, choose the scheduled week to enter information.


3. Action Date- place the most recent date when one the following actions happened (family cancel, PE cancel, visit was completed)

4. Type of contact- Choose Home Visit

5. Status- choose Action Completed, Family Cancel, or PE Cancel 


6. Add Action notes about the visit. This is also where you will place information about the days and times you offered the family to try and make up a cancelled visit

Entering a makeup Home Visit information
Family Service Section
1. Click on the Home Visit Schedule

2. Click Add Action located under event note section 

3. Action Type- direct


4. Action Date- place the date when the visit was completed

5. Status- choose Action Completed

6. add notes about the visit.

