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How to Enter Medical and Mental Health Diagnosis Instructions 

Waiver Support Coordinators (WSCs) and Waiting List Support Coordinators (WLSC) 

may need to add a consumer’s Medical and Mental Health Diagnosis to maintain the 

Consumer Record.   

1. Open the consumer’s record and navigate to the Diagnosis tab. 

  
2. Open the diagnosis record that appears in the list grid view. 

a. This will show you the existing record with the APD eligible diagnoses that 
were entered when the consumer was made eligible as client. 
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3. Click on the ellipsis next to the field where you want to add a diagnosis.   

 
a. Search by description if you do not know the Diagnosis Code 
b. Click on the desired diagnosis from the search results. 
c. Repeat for all necessary diagnoses. 

 
 

4. If there are more than four Mental Health diagnoses, list the remainder in the 
Other Mental Health Diagnoses field, separated by comma. 

 
5. Follow the same process for Medical diagnoses. 
6. If there are more than four Medical diagnoses, list the remaining in the 

Comments field, separated by comma. 
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7. If you have supporting documentation that you wish to add to the consumer’s 

record, navigate to the Notes tab. 
8. Select File> Add Note 

a. Choose your WSC Agency as the Program/Provider 
b. “Note Type” = Support Plan 
c. “Sub-type” = Documentation 
d. “Description” = fill in what you think will make the documents easily 

identifiable based on this field 
e. “Note” = add comments as necessary 
f. “Status” = Complete 
g. Add Attachment(s) 
h. File > Save and Close Note 

 


