PROCEDURES FOR COUNSELORS
FOLLOW-ON REPORTING

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!

If it is the counselor’s first time contact with the client, enter the client’s name in the “Search for” location on the initial screen.
If the counselor had previous contact with the client, he/she can access the proper data by entering the client’s name in the “Search for” location or by finding the name under “View Only Active Clients.”
After the client has been located, parts I, II, and II can be accessed by clicking on “Create New Session” under “Modify Session” on the right side of the screen.

The following information should be completed under part III:

a) What was the nature of counseling you provided?
b) Specify other counseling provided

c) Type of counseling requested

d) Counseling date

e) Counseling hours  Counseling hours should just be the clock time spent in the counseling  

 session. Time spent
in preparing the counseling report should be indicated under prep hours.


f) Counselor 2 name (if appropriate) and the clock time they spent in the session.
g) Counseling location

h) Counselor notes
