
                                                                                                                                                                                                   
 

A. Documenting Relative Assessments in CWS/CMS 

1. From the Client Management Section  

2. Create a new Collateral  

4. Complete the fields on the ID page  

 5. Complete the fields on the Address Page  

3. Highlight the 
identified child 
and click OK 



 

7. Develop the Relationships 

10. Open and complete the       
      Assessment page 

8. Open the Background Check page 

7. Develop the Relationships 

6. Open the Related Clients page 

9. Document Criminal          
    Records Clearances 


