[bookmark: _GoBack]Adding a Client to the Waitlist
Step 1: Add Client to WITS
From the home page, select “Client List” from the blue column on the left and then select “Add Client” from the lower blue banner.
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Enter all the required information on this page and click “Finish”
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Step 2: Add the Client to your Waitlist
Select “State Waitlist” from the blue column on the left and select your agency from the agency drop down then click “GO”
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Select the applicable program/service that the client is waiting for by clicking on the pencil in the “Actions” box and then selecting “Review List”
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Select “Add Client to Waitlist” from the lower blue banner and start typing the client’s last name in the first highlighted field and then select the client from the populated list. Fill in all highlighted fields and click “Finish”
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The system will ask you if you are sure you want to add the client to the waitlist for the selected program, click “Yes”. The client is now added to the waitlist. 
Once the client is enrolled (“accept”) into the program they are waiting for, they will automatically be removed from the waitlist for that program once you have “accepted” them off the waitlist. 
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