PROCEDURES AND TIPS ON PREPARING
COUNSELING REPORTS

1. Web address

www.edmisscore.org/0508/index.asp
2. User name

1st two letters of last name + 3 digits and a letter.
3.
Password

Last name

*
Make sure items 2 and 3 are in lower case!

4.
Assuming the 641 form with all of the information has already been entered for the client, go to the “Search For” in the “Enter New Client” screen and enter the client’s last name. When the name appears, click on “Create A New Session” on the right side of the client’s name. In part III, enter the date, time, counselors, location, and help provided in addition to the counseling session notes. Counseling hours should just be the clock time spent in the counseling session. Be sure to also account for the time from the 2nd counselor. Time spent in preparing the counseling report should be accounted for under prep hours. If there should be a new member shadowing, his/her time should also be accounted for under prep hours.
5.
If information had not previously been entered for the client, the information for 
parts I and II would be entered in “Create A New. Client” from the client’s hand written information. The report must have the client’s Email address. If one is not provided substitute firstname.lastname@yyy.yyy.
      Counseling report tips

· Reporting detail can be in script or in bullet form (whichever the counselor is most comfortable with).

· Counseling information can be typed directly on the report or posted to a word document and then transferred to the client information report by copying (control C) from document and pasting (control V) to part III of the report.

· Report should contain overview of prospective business, specific information discussed, client assignments (if any), whether or not client was informed about accounting and legal pro bono services available through SCORE, and suggested areas for client in a follow-up session.
· If other informational sources were shared with the client, it would be beneficial to include those in the write-up.

· A point to remember is the report is also for the benefit of follow-up counselors, so the more information that can be included will be of the most help.

The EDMISSCORE website can be used to access the following information: new clients not yet counseled, view only active clients, view only case closed clients, view volunteer roster, edit my contact information, and chapter performance.

All members should make a point of keeping their information up to date!
